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CONNECT HCM 9.2 Fundamentals

CONNECTed Instructions
Locating and Launching CONNECTed Training Content

The CONNECTed player is the central area from which you can find and view training content in
the form of conceptual information and transactional simulations, with links to other
information such as Job Aids, Student Guides, Business Process Maps, and so on. The
simulations can be launched in several different modes so you can choose the playback styles
that best meet your needs. The last section at the bottom of this page (Play Mode Toolbar)
provides a description of each mode that is available from the player.

CONNECTed Player Interface Overview

CONNECTed

TRAINING LIBRARY

]
#- @ Understand User Access to CONNEC|
= {2 Navigation
&) Cascading Main Menu

& Navigation Path

| Favorites Menu

&) Component Tab Menu and Cther L Outline Pane
= @ Personalization
= @ In-Application Suppert

=@ Using Keys and Search Pages
=@ Recognizing Page Controls
=@ Adding and Updating Data
i @ Workflow Notifications

[7LE;

The Outline Pane (above) displays the training content on the left side of the player. The outline
displays concepts, sections and topics. Sections (purple book icons) organize training topics into
logical groupings. Topics (listed within the sections) represent the training simulations you will
launch and navigate through to learn the material. There are several methods available to help
you find the appropriate content as follows:

1. Navigation Controls (arrows) allow you to navigate up and down the outline. As you use
these buttons to navigate, the outline expands as necessary to display the next
document or documents depending on the document type. You can also navigate the
outline by clicking on the plus (+) sign next to the desired section (book icon)

% ? Parsonalization

Ito view all related topics.
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|/\ G search PRl
My Roles

2. My Roles allows you to personalize the content outline to show only those topics that

apply to a specific role. Click the My Roles link to select the desired role and filter the
content.

1r search PR
[ My Roles

The Search textbox allows you to locate content quickly instead of navigating the
outline. The player performs a full-text search, including any predefined keywords, to

locate all content with the indicated word. Click the magnifying glass icon # to search
and the X icon to delete the keyword.

1 G earch Lo K
[ My Roles

(7]

The Concept Pane (to the right of the outline) displays the conceptual information about the
document that is selected in the outline.
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& s
I My Roles

0me to the world of CONNECT! This module covers basi ¢or

. <opts,
CONNECT using a browser-based interface to view or manipulate data.

Upon completion of this module, you wil be able to:
Concept * Understa . s anc request assistance
Pane P s 7
® L oy feids and use s9a7C 1.
v 9
& . 2]
approval s

Some topics are informational only ‘—=j which means the simuation modes are not available.
You simply read the information displayed in the Concept pane. The other topics that are

demonstrated/simulated %] utilize the play mode toolbar. The Play Mode Toolbar appears

above the concept pane when a topic \—] is selected in the outline.

CONNECTed

CONNECT.

The cascading main menu provides access to all the folders, submenus, and pages in

m-

& ®

e See It! mode enables you to learn about the selected topic by displaying an animated

demonstration of a task being completed.

e Try It! mode allows you to perform the selected task in a simulated environment.
¢ Know It! mode tests your ability to perform the selected task in a simulated

environment.

e Do It! mode guides you as you perform the selected task in the live application.
e Print It! mode allows you to display an HTML job aid.

Navigating Through the Content

When you click the desired mode from the Play Mode Toolbar, the simulation opens in your

browser.

When using "See It", the simulation will automatically begin and transition to the next step
every 5 seconds. If you need additional time on a step, you can pause the simulation by clicking
the Pause link in the yellow bubble. Once you pause, click Resume to continue the simulation.
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Personalizing Your Home Page

During this lesson we will demonstrate how
to use the home page content and layout

personalization options.

|

See t!

Personalizing Your Home Page

During this lesson we will demonstrate how
to use the home page content and layout
personalization options.

[ .

When using "Try It", you must complete the instructions in the bubble before the simulation
will advance to the next step. You might be asked to click the "Start" link, click a button, enter
data into a field, or click the "Continue" link in order to complete the step and move to the next
one.

==

Personalizing Your Home Page

During this lesson we will demonstrate how
to use the home page content and layout
personalization options.

Press [Enter] t

Click the Sign In

Enable Accessibility Modi button.

Set Trace Flags
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For your CONNECT HCM homepage you can specify
your own preferences for their layout and content.

The home page is set with predefined pagelets. A
pagelet is a small window that provides quick
access and view to summary information.

Press [Enter] t continue,

8 _J

To navigate between screens in the topic, use the Actions menu within the information
bubbles. The options are:

Next Step, Previous Step, Restart Playback, Display Concept, Print it!, Preferences, Help, Close
Topic

Actions

Next Step
Previous Step
Restart Playback
Dizplay Concept
Print it!
Preferences
Help

Cloze Topic

E| When entering information in a date fiel
date prompt button. Clicking the button
calendar that displays the current month
also enter the current day's date by typ
in a date field. When you exit the field, t
the word "today” to the current date in

Click the Choose a date button.

Glossary of Terms

The player contains a built in Glossary that identifies words within the content and will link
those words to their definition. Those words are displayed in blue and are underlined
throughout the training content.

Feedback:
Provide your feedback or questions via email to: connect@mdcourts.gov
(mailto:connect@mdcourts.gov) to help us improve training.
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CONNECT HCM Fundamentals

Welcome to the world of CONNECT! This module covers basic concepts, terminology, and
navigation techniques for CONNECT using a web browser to view or enter data.

Upon completion of this module, you will be able to:

e Understand how to receive user credentials and request assistance.
e Describe navigation elements.

e Personalize your page.

e Recognize in-application support.

e Describe key fields and use search pages.

e  Work with pages.

e Add and update data.

e Understand the workflow approval and notification process.

Understand User Access to CONNECT

The Understand User Access to CONNECT lesson introduces you to how access to CONNECT is
granted, demonstrates how to sign in to CONNECT, how to request assistance with training and
technical support, and an interface definition map.

Upon completion of this lesson, you will be able to:

e Understand Employee Network Access.
e Signinto CONNECT.

e Contact the Help Desk.

e Understand the Interface.

Employee Network Access

Employee Network Access

During your onboarding process your information was gathered and provided to Judicial
Information System (JIS), to setup an Active Directory account to provide you with a Judiciary
email. CONNECT will leverage this account information to provide you access to the system.
Using the first part of your email (firstname.lastname) and email password you will be able to
log into the CONNECT system.

If you do not have access or encounter any issues with access to the system you will need to
contact the Help Desk.

http://courtnet/connect/ (http://courtnet/connect/)

Page 6


http://courtnet/connect/

TRAINING GUIDE

(CONNECTed
L CONNECT HCM 9.2 Fundamentals

Help Desk
Contact the Help Desk

e (all: 410-260-1114
e Email: helpdesk@mdcourts.gov (mailto:helpdesk@mdcourts.gov)

When you call the Help Desk they will open a help desk ticket and include all the information
you provide. Make sure to be as detailed as possible with your issue so they can resolve it in a
timely manner.

CONNECT Interface

The CONNECT Interface is composed of three basic areas:

1. Header navigation
2. Links to manage component pages
3. The Component Page area

Bicky Mt

s
F |

The Header Navigation contains:

e Favorites Menu

e Main Menu

e Navigation Path (when on a component page)
e Home Link

e Sign Out Link

The links to manage component pages allow you to:

e open the component in a new window
e access the help content for that component
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e personalize the individual component page

| New Window | Help | Personalize Page | i

¢ Note: when on the homepage or dashboards the options will change to Personalize
Content and Layout and also include the Help link

Personalize Content | Layout 7 Help

£

The component page is where you will do your transactions. These are the pages that allow you
to:

e search the database
e enter/edit/view/save data

Below is an example of a component page interface:

1. Component Navigation Tabs - allows you to navigate to additional sections of a
component.

2. Specific Record details - such as employee name, title, employee ID, and record number.

3. Component section (example below is Work Location) and all the associated data fields.

4. Navigation links (First link, Previous Arrow, Next Arrow, Last link) for records associated
to the component section.

5. Links to other components related to the current component.

6. Action buttons (if a button is greyed out it is inactive).

7. Footer links for quick access from the bottom of the page to the component sections
(same links as the tab menu).
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Ricky Martin EmplID 000700184
Erm Empl Record 0

[ 3 ] *Effoctive Date P50172015 W
Eflective Sequence| 0 *Action | Pro

Reason No

HR Status Actve

Payrolt Status Actve *Job Indicator

Position Number 55000539 Q Manager-Class/SaaryHRIS
Overrice Postion Data
Position Entry Date 050172015
Position Management Record
Regulatory Region USA

Company
Business Unit
Deparment
Department Entry Date
Location

Estabashment ID Date Created 041152015

Last Start Date
Expected Job End Date C End Job Automatically

Job Data Empioyment Data Earnings Distxsion Benatits Program Partipation 5

B Savo || Retam 1o Search | [ Noaty 53 Inchude Hestory Correct History

ob Labor | Payrol | Sataey Plan | Compensaton | 7

Locabon | Job Informatn

CONNECT Sign In

Signing into CONNECT is just like opening a secured page on a website on the Internet. You
enter the URL (Uniform Resource Locator) in your browser window's address box to open the
site. When the site opens, you type in your User ID and Password to access the secured areas.

ORACLE’ PEOPLESOFT

Sign In

Usex 1D

B Erable Accessitity Mode

Set Teace Flags

Copyrg © 2000, 2014 Omsce sndior 5 ¥inades AT 1gMeS seserved
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CONNECTed

During this topic you will be guided through the process of signing into the CONNECT system.

Step | Action Notes

1.

When you open your default browser's window and type in the
URL for CONNECT or select the bookmark for the page in which
you would like to work, the Sign In page appears.

You use this page to select the language in which you want your
transaction pages to appear and to sign in to the application.

ORACLE | PEOPLESOFT

Sign In

User ID

Password

English

W Enable sibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or ts afiates. Al rights reserved.

#100% v

Step | Action Notes

2.

CONNECT's Internet Architecture structure provides "single
signon" access, which allows you to work in multiple CONNECT
applications and databases without having to sign out and sign in
again.

Both the User ID and Password fields are case sensitive.

Click in the User ID field.

Enter "ricky.martin" into the User ID field.

Click in the Password field.
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Step @ Action [\ [o] {=1

5.

Once you have typed in the user ID, you can type in the
password. Notice that for security purposes, when you type the
password, it will be shown with asterisks. Also note that
passwords are case sensitive.

Enter "welcomel" into the Password field.

Click the Sign In button.

Sign In

Your HCM Home Page will load the defaulted pagelets with
summary information from various sources within the system.
This page may vary per user. This is the Home page for Enterprise
Human Capital Management.

For security purposes, your CONNECT system logs you out of
your application after a period of inactivity. Two minutes prior to
your session timeout, the system provides a warning that your
browser session is about to expire.

& Home | Signout
Personalize Content | Layout ? Help
Employee Self Service Links c eov Announcements c ev
Tlmesheet Wb Clock Overtime
el @ Reauesis
d tz k de\ \ for h es with add No Current Announcements.
ek @_O o rroine
ﬂme gy ey
c Interview o Personal
Ca L] Information
o I Summay —
p Yo E Sewa® | Employee Expiring Licenses c ov
et Your persanal | || Licenses and Certificates
partipate. information
LicenseiCertiicate Expiration Date
ADA Wy Current Training
° Accommodation _I Prome Summary Financial Disclosure 037202015
(t\ Request &= sl Views
ADA Sompenis, summery of
‘Aszommodation and yourtraining
Request cccompishments informion
in your corent
proie
Compensntlon Absenm Current
Histor Documents
Rﬁv\ew Nawga\e |w Me UDﬂme vl
e mry o m
ﬂmmns Vﬂrme
curert
period
http://hrtest. mdcourts.gov:11800/ psp/hrdev/EMPLOVEE/HRMS/?emd=logout H100% ~

Step Action Notes

8.

To exit CONNECT securely you should always sign out after
completing your transaction.

Click the Sign out link.
Sign out
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Action

9. | You have completed the process of signing into the CONNECT
system.
End of Procedure.

Navigation

The Navigation section includes topics demonstrating some of the basic navigation elements
common to CONNECT.

The navigation elements discussed in this topic include:

e (Cascading Main Menu

e Navigation Path

e Favorites Menu

e Component Tabs and Other Links

Cascading Main Menu

The cascading main menu provides access to all the folders, submenus, and pages in CONNECT.

Main Menu

Search Menu:

Company Directory
Employee Self] Manager Dashboard S ov &l Announcements
Time Taient Summary Overtime
Repol Oca Ch p - D\ Requests
tsskqd = OrgChart Viewe = L1 4 Woda ]I‘C Current Announcements.
week| [ gelf Service 3 Time Reporting »
£3  Manager Selif Service | —  Personal Information ADA Accommodation Request
Carel (3 Recruting £ Payroll and Comp Personal Information Summary
i t Careq Benafit Home and Mailing Acdress
p jobsd 3 Workforce Administrati —  Benefits >
your Stre Phone Numbers
8 gene = Stock T S
il Addri day
B Compensation &3 Leave Transfer Reques| Email Addresses e i
oo 1 Learning and Developr Instant Message 10s
Apa| 2 Stock . » 2 S
E\ Accd B3 Time and Labor £ Performance Managem Emergency Contacts
Req crolt Marital Status rtment
(./ ADA{ 3 Payroll for North Amerid —  Recruting s
Requs Care = Name Change
€3 Global Payro & Abseny —  Career Planning e Change
tall Mob olicatiol and Submit I-9 Form
C3  Payroll Interface Install Mobile Applicatiof Advar]
Com)| Review TIr. ~Boane thnic Groups
Histd &3 Workforce Developmen| Review Transactions up:
S Revel -, Manage Delegation Veteran Status
compy &
forbal Workflow User Preferer| Disab
and sf -
Request Leave of Absence (USF)
3 Workforce Monitonng »
Request Termination (USF
B Pension S equest Termination (USF)
Review Change Requests (USF)
£3  SetUpHCM » e Pareaue:
&3 Enterprise Components k
Marital Status (USF
& Workiist »
Address Change (USF)
&J  Application Diagnostics » !
Phone Number Change (USF)
&3 Tree Manager » - Q
&3 Reporting Tools 4
& PeopleToois g
v

Procedure
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During this topic you will be guided through the CONNECT system's cascading main menu.

ORACLE' PEOPLESOFT

Sign In

User ID

ben.affleck

Password

English

B Enable Accessibility Mode

Set Trace Flags

‘Copyright © 2000, 2014, Oracle andior s affliates. Al rights reserved.

|nee: 11800/ psp) OVEE/HRMS/” d=EN

Ho0% -

Step @ Action

1. Click the Sign In button.

Sign In

# Home | Sign out

Personalize Gontent | Layout 7 tep

S o~ | [E Awouncements S e~ || @ company Directory S ov
Overtime L1
Requests || rent Anouncements. ‘Search by Name, Job Title, Department, or Email
®
¢ My Org Chart Advanced Search
Employee Expiring Licenses < o~

No expiring fizenses inthe next 60 days

Accommo dation
( Request

ADA

e

prfie
Absence Current
Request Documents
1 Nevgsie totne Upasie o
Time st page view your
ok

D

®o0% v

Page 13



TRAINING GUIDE ‘
CONNECT HCM 9.2 Fundamentals QONN ECTed

Step ‘ Action Notes

2. Mostly, you will navigate to components and pages in the
application by using the cascading main menu.

To navigate to components and pages, expand the Main Menu.
For this exercise let's navigate to the Job Data component.

Click the Main Menu button.

Main Menu *

3. CONNECT uses cascading menus to display a menu structure
composed of a hierarchy of folders and content references that
you can use to navigate to various application pages.

Menu items will vary based on user role security to provide you
access to the components you will need to work with.

4, User security will determine the items available in the menu and
therefore some users will have more menu items than others.

If your menu includes more items than it can display an arrow at
the bottom will allow you to navigate.

To access additional menu items place your mouse over or click
the Bottom arrow.

Click the Scroll Down button.

-

5. | Click the Scroll Down button again to continue viewing the menu
items.

file
-

6. Click the Scroll Up button.

I B |

7. | You also have the ability to sort your menu items alphabetically
in ascending and descending order.

Click the Sort Menu button.

E
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Step ‘ Action Notes

8. Notice how the menu is now sorted in alphabetical and
ascending order.

CONNECTed

Also, notice how the sort button is now pointing up.

Click the Sort Menu button.

E]

9. | The cascading menus approach is the recommended way of
getting around in your CONNECT application. To use the
cascading menus, you click each folder leading to the desired
destination. Then, when you reach the destination page, click on
that link.

Click the Self Service menu.

I Self Senice r

10. | Click the Personal Information menu.

' Personal Information L

11. | Notice that yellow highlighting on the cascaded menus indicates
your navigation trail to this point.

Click the Personal Information Summary menu.

=] Personal Information SUMmmary

12. | Once you land on the page, the page title is displayed at the top.
NOTE: some pages may have a different name than the menu
item.

13. | Also, notice the Navigation Path (also known as breadcrumbs) is
available at the top.
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Favortes ¥ Main Menu Self Senice ¥

ORACLE

Personal Information

Personal Information Summary

CONNECTed

Sign out

Personal Information Summary

Ben Affleck
J Administrative Clerk |
Actions
Name
Ben Affleck
Change Name

Home/Mailing Addresses

Addresses
Address Type  Status Asor Gountry.
Home Current oIS usa

‘Change Home/Malling Addresses
Phone Numbers
Phone Numbers
Phone Type Phone Number
Business 4102831273
‘Ghange Phong Numbers

Emergency Contacts
Emergency Contacts

Relafionship to Employee

Epand Al COIERE R

Adaress

123 Main St
/Annapoiis, MD 21204

Primary Contact

| New Window | Help | Personsitze Page | &~

I

Step | Action

®o0%

14. | Click the Home link.

Employee Self Service Links 2

My Current

DA Training
Accommodation (" — W) Profilc Summary
(& mewes . Sl [ Vews
ey compstancies sumenary of
i

Scsemmodation nd

inyou
profie
e

i ok

Careens 2@ Interview e Personal
Crmevaeven DR Caioniar inforna
it Vo (=] summe
i p v

o

o S
$) o 71 |Ee
=, e b
peen, s

o~ | |E Announcements
Teneshoet Web Clock Overtme
oy (B, Rensens

@O No Current Announcements.
D your overime
request.

tion
vy

Employee Expiring Licenses

No expiring fzenses inthe next 60 days

your bsining

nformstion

Socuments

Intp://hrtest mdcourts. gov:1 1800/psp/hrdev/EMPLOVEE/HRMS 2cmd=lagout

O company Directory
668

‘Search by Narme, Job Tit, Department, or Email

7 My Org Chart

# Home | Sian out
Personalize Gontent|Layout 7 Hep
S e~
@
Advanced Search
®90% v

Step | Action [\ [o] {=1

15. | Click the Sign out link.

16.

interface.
End of Procedure.

You have successfully used some of the Cascading Main Menu
items to move through CONNECT browser-based application
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The navigation path (also known as breadcrumbs) is located at the top of each page. It provides
quick access to other component pages from the current component page without having to

start at the Main Menu.

Favorites ¥ Main Menu ~ Self Service ¥

ORACLE’

Personal Information Summary

Ben Affleck
J Administrative Clerk |
Actions~
Name
Ben Affieck
Change Name

 Home/Mailing Addresses

Addresses
Address Type Status As Of Countt
Home Current 01/0172014 USA

Change Home/Malling Addresses

Phone Numbers

Phone Numbers

Personal Information

ADA Accommodation Request
Personal Information Summary
Home and Mailing Address
Phone Numbers

Email Addresses

Instant Message IDs

Emergency Contacts

Marital Status

Name Change

Complete and Submit I-9 Form
Ethnic Groups

Veteran Status

Disabiity

Request Leave of Absence (USF)
Request Termination (USF)
Review Change Requests (USF)
Name Change (USF)

Marital Status (USF)

Address Change (USF)

Phone Number Change (USF)

Personal Information Summary

Procedure

During this topic you will learn how the navigation path can help you navigate quickly between a

component's sections.

Sign In
User ID

ricky.martin

Password

English

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s afiates. Al rights reserved.

|rete: 11800/ psp) OVEE/HRMS/”

ORACLE | PEOPLESOFT

H100%
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Step ‘ Action

1. Click the Sign In button.

Sign In

# Home | Signout
Personalize Content | Layout 2 Help
Employee Self Service Links c ov Announcements c ov
Timesheet ‘Web Clock Overtime
T e PR @, S
o ok st for Vieworaga || No Current Announcements.
oy, week, o i ®_O sowownme
ime penod. e
ca o Personal
ca Information
ot Summay —r
p Yo E Summary | |Employee Expiring Licenses S ov
mmmmm of —
sumrery o | ||Licenses and Certificates
omaton
LicenseiCertincate Expiration Date
@ A odation — o Cument g Financial Disclosure 03202015
(t\ Request &= Vanage suis Views
ADA compelenties sy of
ccommozton an Jou aiing
Reiest SCcompishments nformation
myour curont
proie
Compensation Absence Current
History Request Documents
8§ ) roen 1 Navigate to the Update or
compensation Tine stat page. vew your
istony forbase, peromance
Varabl,and siock Gocuments
options. forthe
cunent
perod
= 11800/ psp) ®100%

Step ‘ Action Notes

2. For this topic we will navigate to the Personal Information
Summary Page within the Self-Service component.

Click the Main Menu button.

vain Menu

3. Click the Self Service menu.
[J  Self Service 3

4, Click the Personal Information menu.

3 Personal Information r

5. | Click the Personal Information Summary menu.

Ij Personal Information Summary

6. | The cascading main menu allows you to navigate from a main
folder to a subfolder to a page. Within the main and sub folders
we have access to other areas of the main component, which in
this example is the Self-Service component for Employee
transactions.

If you need to navigate to a page within the subfolder Personal
Information, then the quickest way is to use the navigation path
(also known as breadcrumbs).
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Favorites ¥ Main Menu ¥ Self Service v Personal Information ¥ Personal Information Summary A Home Sign out

ORACLE

| New Window | Help | Personalize Page | EH  ~
Personal Information Summary
Expand Al {Coliapse Al

Ricky Martin

J HR Manager Il

Actions~

I

Name
Ricky Martin

Change Name

Home/Mailing Addresses

Addresses
AddressType  Status Asof Country Address
Home Current 03062015 USA 123 Main Stret

Annapolis, MD 21401
Ghange Home/Maiing Addresses

Phone Numbers.
Phone Numbers
Phone Type Phone Number Preferred

Mobile 4106101234 v

Change Phone Numbers

p: 11800/ psp) LIB_PT_NAVISCRIPTL FieldFormulalScript PT_NAV_INFRAME?pt fname=HC_PERSONAL INFO_ESSAic=ySNTw3zLjvDNSkjLmHTACOCKnFIZIVFWFAUBAY 8 100% ~

Step @ Action [\ [o] {1

7. Component folders containing additional sub folders or pages
will display a down pointing arrow next to the link in the
navigation path. In this example we want to access the
Emergency Contacts page.

Click the Personal Information button.

— al Inf -

8. | As you can see the navigation path link to Personal Information
provides you with quick access to all related pages under that
sub folder.

Click the Emergency Contacts menu.

|j Emergency Contacts
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Personal Information ¥ > Emergency Contacts

New Window | Help | Personalize Page | B

Emesta Martin Parent 14 o

Add Emergency Contact

LIB_PT_NAVISCRIPTL FieldFormulalScript PT_NAV_INFRAME?pt fname= CO_EMPLOVEE SELF SERVICESic=ySNT\3zLjvDNSK1mHTACOCKnFIZIVAWFAL #100% ~

Step ‘ Action Notes

9. Unlike Personal Information, the Self-Service folder not only
includes pages, it also contains sub-folders to other components.

Click the Self Service button.

10. | Notice how in this list of options we have access to various
component sub folders and at the bottom some pages.

From here we have quick access to, for example, the Time
Reporting component which contains the Reporting Time folder
which in contains the Timesheet page.

Click the Time Reporting menu.

3@ Time Reporting L

11. | Click the Report Time menu.
O Report Time r

12. | Click the Timesheet menu.
Ij Timesheset

13. | Notice how the navigation path is updated as we navigate to our
final page.
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Favorites ¥ ain Menuy ¥ Self Service ¥ 5 Time Reporting ¥ > Report Time ¥ 5 Timeshest

#A Home |

Sign out
ORACLE"

New Window | Help | ~|
Timesheet
Ricky Martin
Hi

Employes ID 000700184

I Empl Record 0

Actons~ Eariest Change Date 03/0912015
Select Another Timesheet
*View By |Week =]

“Date[04/0622015 |5,

Previous Week  Next Week

Reported Hours 0,00 Elapsed Timesheet

I

From 041062015 to 04/12/2015 (2

Comments: Day Date  Reported Status In Lunch n out Puneh Time Reporting Code Quantity QYTioe  OvertmelComP. puginess |
o Mon 46 New = a Q
o Tue 47 New =1 a Q
o Wed 48 New =] Q Q
o Thu 49 New =] (<} Q
o Fi 410 New 3} (e} Q
o sat 411 New = Q Q '
o sun 42 New Q Q
Save for Later Submit Clear Apply Rules
Summary || Absence || Exceptions
Reported Time Summary Personalize | Find | 2| BB 12012
Eal = i = = = = ] v
- 11800/ psp) ®100% ~

15. | You will always have the Main Menu available to navigate to

other business areas of CONNECT.

16. | You have completed reviewing the Navigation Path topic.

Click the Home link.

Favorites > | Main Menu ~ & Home | Signout
Personaiize Content | Layout 2 Help
Employee Self Service Links. S e~ Announcements c ov
Timesheet Web Clock Overtime
Report your me: Ereringvdual /@)y Requests
and task detait or punches win Vieworsag | | No Current Announcements
2y ek, on 15 ez @D you overime
e perod infomaton requests
Careers @ Interview o Personal
Careerssietovie I Calendar Information
jobs ond menage View iniervews summary L S
Your appications, ofapplicants in Revewa | Employee Expiring Licenses cllex
which you e o =
Seheded 1o Sormert s | ||Licenses and Certificates
partipste. informaton
LicenselCertifcate Expiration Date
A modation Mo Sons Financial Disclosure 037202015
Request &= Nianage suas Viewa
ADA competencis,
‘Acsommodation o Your training
st Stcompishments infoaton
in your cures
prfie.
Compensation Absence Current
History Request Documents
S ) roien Navigaie o the Updaie or
compensation Time sart page view your
fisiory or base, perfomance
variabe, and siock documerts
optons rine
cumert
period
f100% -

Step  Action

17. | Click the Sign out

Sign ou

link.
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Step | Action

18. | You have completed the navigation path topic.
End of Procedure.

Favorites Menu

CONNECT includes a Favorites menu for you to bookmark your commonly used pages and
quickly access them without navigating through the folder structure of the main menu.

Personal Information Summary

Main Menu ¥ Personal Information ¥

Favorites Self Service ¥

Recently Used
Personal Information Summary
Pending Approvails
Worklist

Dependent Information

Expand All  Collapse Al

Add/Update Position Info

2 Recent Search Results ’
My Favorites
4 Addto Favorites
Edit Favorites
Manager Dashboard
Person Profiles

Job Data

Change Name

Home/Mailing Addresses

Addresses
Address Type Status As Of Country Address
Home Current 010172014 USA

Change Home/Mailing Addresses

Phone Numbers
Phone Numbers

Phone Type Phone Number Preferred
Business 4101283-1273 v

Change Phone Numbers

Emergency Contacts

Procedure

During this topic you will learn how to maximize the use of the favorites menu by adding and
editing your list of commonly used pages.
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Sign In

User ID

ben.affleck

Password

English

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s afiates. Al rights reserved.

|ntie: 11800/ psp) OVEE/HRMS/” d=EN ®100% -

Step @ Action

1. Click the Sign In button.

Sign In

Main Menu

A& Home Sign out|

Personaize Content | Layout 2 H
Employee Self Service Links S o~ Announcements S v | Company birectory s ov
Tlmes neet Web Clock Overtime
s u @, S .
m £ R No Gurrent Amouncements earch by Name, Job Tite, Department, or Email
ik @_O g
«m yhory ests
¢ My Org Chart Advanced Search
Interview Personal
ovew N Calendar Information
p s n E Y| [Employee Expiring Licenses c ov
;’?,,Edu‘m o ‘:L‘;’“Z;’al No expiring licenses in the next 60 days
Paricipae. omaton
oA My Current Training
Accommodalmn Profle Summary
G e b
:ﬂmD&(snc\es
Amemnﬂslmr\ oo aging
e ammmlshmems nfomation
nyou
proe.
Compensation Absence Current
History Request Documents
$ ) roen 1 Navigate to the Update or
compens: Tine stat page. vew your
fosiiopersall ance
Varabl,and siock Gocuments
cptons orne
cunent
e
o
= 11800/psp) w100% ~

Step  Action Notes

2. Click the Favorites button.

3. Use the Favorites menu to quickly access (without menu
navigation) the last several Recently Used pages and any pages
that you've added to My Favorites.
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Step ‘ Action Notes

4, Click the Main Menu button.

Main Menu ~

5. For example if you access the Manager Dashboard page often,
this page can be added to your Favorites.

CONNECTed

Navigate to the Manager Dashboard page.

Click the Manager Self Service menu.

(48]
-

(%]

3  Manager Self Senvi

6. Click the Manager Dashboard menu.

._1 iManager Dashboard

7. Once the page loads we can add it to our favorites list.

8. Click the Favorites button.

9. Click the Add to Favorites menu.

= Add to Favorites

10. | You may change the description here if you like. For this lesson,
we will accept the default.

Click in the Description field.
|r-s1ana-:;er Dashboard |

11. | Click the OK button.
12. | Click the OK button.

13. | We will add another page to our favorites. For this example we
will navigate to the Person Profile page.

Click the Main Menu button.

Main Menu

14. | Click the Workforce Development button.

3 wWorkforce Development L

15. | Click the Profile Management menu.

d  Profile Management r

16. | Click the Profiles menu.
L Profiles »

Page 24



TRAINING GUIDE
CONNECT HCM 9.2 Fundamentals

Step Action [\ [o] {=1

17. | Click the Person Profiles menu.
d Person Profiles

CONNECTed

18. | We will repeat the same steps to add Person Profiles to our
favorites.

Click the Favorites button.

19. | Click the Add to Favorites menu.
=7

= Add to Favorites

20. | Click in the Description field.
[Person Profiles |

21. | Click the OK button.
22. | Click the OK button.

23. | Let's view our new additions.

Click the Favorites button.

24. | Manager Dashboard and Person Profiles are now in the My
Favorites list.

25. | Use the Edit Favorites page to control the order in which you
want your favorites to appear in the Favorites menu and to
delete favorites.

Click the Edit Favorites menu.
=7

= Edit Favorites
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Edit Favorites

Click the Save button after editing or eleting favorites.

0om &

Favorites  Personalize | Find | 1| B First 0 13013 @
......... Sequence number

q
[Manager Dashboard q
[

Esave | [ENotty

New Window | Help | Personalize Page | B

®100%

Step ‘ Action Notes

26. | Use Sequence number to order your favorites.
Click in the Sequence number field.
| )
27. | Press [Backspace] to delete the current data.
28. | Manager Dashboard will be the first in the sequence.
Enter "1" into the Sequence number field.
29. | Click in the Sequence number field.
| )
30. | Press [Backspace] to delete the current data.
31. | Person Profiles will be second in the sequence.
Enter "2" into the Sequence number field.
32. | Click in the Sequence number field.
| )
33. | Press [Backspace] to delete the current data.
34. | Job Data will now be third in the sequence.
Enter "3" into the Sequence number field.
35. | You must save after editing or deleting.

Click the Save button.
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New Window | Help | Personalize Page | B2
Edit Favorites

Click the Save button after editing or eleting favorites.

Esave | [E oty

~DEFAULT ®100%

Step @ Action [\ [o] {1

36. | Clear the page display.

Click the Home link.

37. | Let's view our changes.

Click the Favorites button.

38. | Notice how the order of My Favorites is now in the sequence we
created.

39. | You have completed learning how to add pages to My Favorites
list menu.

Click the Sign out link.

40. | Congratulations! You have learned how to add pages to the
favorites menu list for quick access to your most used pages in
CONNECT.

End of Procedure.

Component Tab Menu and Other Links

Component pages may include additional sections which you will navigate using tab-based
menus as illustrated below.
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Work Location

Ricky Martin Empt ¥
Empl Record 0

“Effoctive Date 040172014 W Go To Row + =

Eflective Sequence| 0 *Action | P

HR Status Active Reason

Payroll Status Actve *Job Indicator | Prin

Position Number 50000939 X Marape-Clase/Salan HRIS
Override Position Data

Position Entry Date 05012015
Position Management Record

Rogutatory Region USA

Compan
Business Unit
Department 0

Department Entry Dat

Location
Establishment 1D 22

Date Created 0471572015

Last Start Date 0202015
Expected Job End Dato W End Job Automatically

2] Inchude Hstory Correct History

Occasionally you will see pages that, in addition to having links to other sections within the same
component, have links to related components or pages. The related component links appear at
the bottom of the transaction area as illustrated below.

Work Location  Job information | Job Labee | Bayro

Ricky Martin EmptID 000700184
Employes Empl Record 0

“Effoctive Date 050112015 O G0 To Row 4=
Effective Sequence 0 "Action

HR Status Active Reason

Payroll Status Actve *Job Indicator | Prim

OEEE

Position Number 50000339

Position Entry Date 05012015

Regulatory Region USA
Company MD

Busiooss Uni
Department O
Department Entry Deto 0:

Location
Establishment 1D 22

Date Created 04152015

Last Start Date 02002015
Expected Job End Dato W End Job Automaticalty

Emgioyment Data Eamings Distrouson Benetts Program Pakipation

[iSave | G Retumto Search  |ZINctty || 2% Retresn 2} Inciude Hstory Coemect History

ry Pian | Compensation
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Procedure

During this lesson we will explain what a component tab menu is all about.

ORACLE PEOPLESOFT

Sign In

User ID

ben.affleck

Password

English

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s affiates. Al rights reserved.

|nte 11800/ psp/ OVEE/HRMS/" d=EN ®100% ~

Sign In

Personalize Content | Layout ? Hel
Employee Self Service Links S or Announcements S v 3. Company Directory s ov
Timesneet Web Clock overtime
Report your ime Erie mnidus Requests
o et et o Sl (@) R || amoncements Search by Name, Job Tite, Department, or Email
oy weck roevanitase (B you overime 5
me perod romaion i
#om My Org Chart ‘Advanced Search|
Careers nterview personal
Carcerssitetoview (A I A Calendar Information
jobs ancmerage Viewinienious Summa ——
S Er P @ i
shchyousre sumerer) ool | | Noexpiting icenses inthe next 60 days
Parsipae et
oA Wy Current Training
Accommodation (g M) Profile Summary
(J Request &5 Nanage skts Viewa
iod campetencios, sompery of
ceommocaion an Yo g
Reaons: Sicomptstiments Tomaton
e
Compensation Absence Current
History Request Documents
$ ) Roven Navigate to the Update or
campensation e siart page. e your
iy o bt peromance
Vattle-ana sock Soruments
be forthe
et
perod
“« i ] »
= 11800/ psp) ®100% ~
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2.

For this example we will navigate to the Job Data page.

Click the Main Menu button.

CONNECTed

Click the Workforce Administration menu.

3 Workforce Administration 3

Click the Job Information menu.

12 Job Informaticn r

Click the Job Data menu.

Ij Job Data

Favores ¥ | ManMenu ¥ > Worklorce Administration ™ Job Information Job Data

ORACLE’

4 Home | Sign out

Job Data

Enter any information you have and click Search. Leave fields blank for a lst of all values.
Find an Existing Value || Keyword Search

Search Criteria

Empl ID[begins with =]
Empl Record[=___[3]
Name| begins with [=]

Last Name| begins with [~]

‘Second Last Name| begins with [
Alternate Character Name| begins with []
Middle Name| begins with =]

History [ case Sensiti

Dinciude History [ con

Search | [ Clear_| Basic Search EF Save Search Criteria

New Window | Heip | B

R10% ~

Step | Action Notes

6. We will pull an employee record to view the Job Data page
details.
Click in the Last Name field.

7. Enter "Nayar" into the Last Name field.

8. The type ahead provides you with a list of options to choose from

based on your entry.

Click the NAYA object.

Page 30



TRAINING GUIDE
TQONN ECTed CONNECT HCM 9.2 Fundamentals

Step @ Action [\ [o] {=1

9. Click the Search button.

10. | To enter data in a CONNECT you will first access a component. In
this example we are accessing Job Data Components consist of
one to several pages within the same window. Usually these are
pages that are related and need to be completed in succession.

Favorites ¥ | ManMenu ¥ > Workforce Administration ¥ Job Information Job Data 4 Home | Sign out

ORACLE’

New Window | Help | Personaize Fage | i |
Work Location || Job Information || Job Labor || Payroll ||~ Satary Pian || Gompensation
sonu nayar EmplID 000700002
Employee Empl Record 0
Work Location (2 Fina  Fist @ 1or1 ) Last
“Effective Date[D1/01/2014 =l GoToRow HE
Effective Sequence| 0| “Action|Hire =]
HR Status Active Reason [l
Payroll Status Active *Job Indicator | Primary Job =
Current ]
Position Number(59000710 a Accounting Analyst =
Position Entry Date 01/01/2014
Position Management Record
Regulatory Region USA United States
Company MDJ Maryiand Judiciary
Business Unit MDJO1 Maryiand Judiciary
Department 0452000 Anne Arundel County
Department Entry Date 01/01/2014
Location C02.CTHSE GG/ ANNE ARUNDEL COURTHOUSE
Establishment ID 242040582434 |Q Anne Arundel Date Created 02/19/2015 M
Last Start Date 01/01/2014
Expected Job End Date| B [ End Job Automatically
iohnae Emriument Nata Eaeminns Ditrintion enetts e i raten i
,
R10% ~

Step  Action Notes

11. | To move between the pages, you can select the folder tabs or ...

Click the Job Information tab.
| Job Information |

12. | ... or click the links at the bottom of each page.
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CONNECTed

Step ‘ Action Notes

13. | Occasionally you will see pages that, in addition to having links to
other pages in the component, have links to related components
or pages. The related links appear at the bottom of the
transaction area above the toolbar. Click any of these links to
access that page or component. This convenience enables you to
move easily to related transactions for the same key field to
enter data without going through the search process again.

When you click a component link, you will notice that the new
transaction contains the same component links, enabling you to
return to the original transaction if desired. The component or
page in which you are working appears in black text and is not
underlined. Some applications may identify these related links in
another way. For example, you might see the phrase "Go to:"
along with the related links at the bottom of a page. You might
also see a list box with "...More," which contains several more
related transaction links.

14. | You can use the New Window link to open a new browser
window, or child window. The new window shows the current
component page as well as the navigation to your current
position. From this window, you can view or enter data. You can
open as many child windows as needed using the New Window
link.

Do not use your browser's File > New > Window feature. Doing
so copies the current HTML from the parent window, instead of
opening a new CONNECT-maintained window session.

Favores ¥ | ManMenu ¥ > Worklorce Administration ~ Job Information ~ Job Data

ORACLE’

# Home | Sign out

Work Location || Job Information || Job Labor || Payroll || Salary Pian || Compensation

,,,,,,,,,,,, EmplID 000700002

Employee Empi Record 0
Compensation (2. Find  First ‘* 10f1 ¥ Last

Effective Date 01/01/201¢ Go'To Row

Effective Sequence 0 Action Hire
HR Status Active Reason

Payroll Status Active Job Indicator Primary Job

current (J

Compensation Rate 2,307.692308%F “Frequency BIQ piweekly

Comparative Information (2

Pay Rates (2

Gontract Ghange Prorate Option
Pay Components (2 personaiize | Fina | @) B Fist (4 1011 ) Last
Amounts || Controls || Changes || Conversion

“Rate Code seq Comp Rate Gurrency Frequency Percent

1[NAANNL Q 0 60,000.000000/5F [USD QA Q &=

Job Data Employment Data Eamings Distribution Benefits Program Participation

[Fsave |[Gh Retumto Search | [I=] Notity | |2 Refresh &3 Include History Correct History

New Window | Help | Personalize Page | Il ~

pi : .oy 1800/ pspy tab=DEFAULT

R10% ~
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topic.

Click the Home link.

15. | You have completed the component tab menu and other links

Favories = | Maintder v A Home | Sign ou
ORACLE"
Personaiize Content | Layout 2 He
Employee Self Service Links s o Announcements S o~ g Company Directory S ev
Timesheet Web Clock ®, owme
Reportyour ime Enler indidual Requests.
o s i for punches i [N e | |INo Curent Announcements. Search by Name, Job Title, Department, or Email
oy, woek. or 05 relevant esk @O you ovetime 5
e peroa i equeste
ok My Org Chart Advanced Search|
Careers Interview on_ Personal
Carcerssictoview R IA C: Information
jobs and manage v
p Your picatons. n E AUIMATY | |Employee Expiring Licenses S v
s No expiring licenses i the next 60 days
ADA My Current Training
Accommodation &=I Profile summary
B\ Renuest Manage sis, Views
ADA c es summary of
scommdston o Your training
Request Stcompishmerts iformation
ur curent
Compensation Absence Current
History Request Documents
S ) reiew 1 Navigate o the Update or
compensation Time start page view your
fisiory for base, perfomance
vanatie,snd stock ocumeris
optons e
et
period
< ] »
Ittp://hitest.mdc ourts. govi1 1800/ psp/ hrdev/ EMPLOYEE/HRMS/Zcmd=logout H100% +

Step @ Action Notes

16. | Click the Sign out link.

and Other Links topic.
End of Procedure.

17. | Congratulations! You have completed the Component Tab Menu

Personalization

The Personalization section provides an overview of home page personalization and

demonstrates how to:

e use the Content options.
e use the Layout options.

Personalizing Your Home Page

With the CONNECT portal you can define and store your own portal homepages and specify
preferences for layout and content. The first time you log in to the CONNECT portal, you will see
the default homepage for that portal until you define a personal homepage.
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[llustrated below is the HCM homepage.

One of the available web page functionalities is providing the user with the ability to rearrange
content windows. The following Video Tutorial: HOW TO REORGINIZE YOUR HOMEPAGE
PAGELETS will demonstrate how to drag and drop content windows (pagelets) to reorganize
your homepage. This tutorial is to supplement the full demonstration which is accessible using
the Try it! simulation mode.

HOW TO RE NIZE YOUR

HOMEPA GELETS

(Video in MP4 file format will open in your Windows Player application) Watch video on how to
drag and drop to move pagelets into different positions within your homepage.

Procedure

During this lesson we will demonstrate how to use the home page content and layout
personalization options.
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Sign In

User ID

ben.affleck

Password

English

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s afiates. Al rights reserved.

|htee: 11800/ psp) OVEE/HRMS/” d=EN
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Step @ Action Notes

1.

Click the Sign In button.

Sign In

For your CONNECT HCM homepage you can specify your own

preferences for their layout and content.

The home page is set with predefined pagelets. A pagelet is a
small window that provides quick access and view to summary

information.

A Home Sign out|

Personalize Content | Layout 2 Hej
Employee Self Service Links c ev Announcements S lav g Company Direc s o~
No Current Announcements. Search by Name, Job Titie, Department, or Email
5
#oe My Org Chart ‘Advanced Search|
Employee Expiring Licenses S ov
shichsou s summary of | | No xpiing icenses inthe next 60 days
paricipate. information
ADA Wy Current Training
Accommodation [“gy — ] Profile Summary
(_/ Request Q=5 Narage sits Views
ADA summery of
‘Aszommodation your traiing
Request nments informion
in your corent
profi
Compensation Absence Current
History Request
$ ) roen 1 Navigate to the Upcate or
cor Time start page
i ]
p: 1 s _PERS_HOMEPAGE PORTAL_HOMEPAGE.GBL?Page=PORTAL_HPCOMPEA ction=U&tab=DEFAULT HI00% -
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Step ‘ Action Notes

3. Begin by accessing the Personalize Content and Layout links to
make your changes.

CONNECTed

Click the Content link.

4, Select from the displayed check boxes to choose the pagelets
that you want to appear on your personalized homepage.

The selection of pagelets is preset by the portal administrator.
You can preview each pagelet by clicking the pagelet name. A
preview of the pagelet opens in another smaller window. If a
pagelet is not available to you, text in the pagelet indicates this.
Any links in the pagelet are disabled.

A Home Sign out|

Personalize Home Page

New Window | Help | B

Personalize Content naiize Content | Layout 2 Hel

Employee Self Service Links i o (o~
o Tab Name[My Page pany Directory c e

Timesheet wel
o st o = Welcome Message) iName, Job Titie, Department, or Email
2 day, week, or rele] = 1
time period info

Choose Pagelets: SImply check the items that you want to appear on your homepage.

Remember to cick "Save" when done. Ghart Advanced Search|
Careers nt
Careers site to view call Arrange Pagelets: Go fo Personalize Layout
e i
your appiaiions. of of
uhd HCM Portal Pack Recruiting Solutions (Classic) HCM to ELM On Demand Pagelets L
Employee Self Service Links [E] My Job Openings (Classic) [ Instructor Genter
Employee Self Service Links [F] Search Job Openings (Classic) [F] Manager Learning Center
ADA
P &=l ! Birthday Alerts [F] Search Appiications (Ciassic) [ My Leaming
(/ = e Anniversary Alerts [ Recent Job Openings (Classic) [E] My Team Leaming
‘Ascommodstion ang
e, o Direct Reports [F] Quick Search (Classic)

(]
(]
o
a
!m [£] Employee Leave Summary
[ Manager Leave Summary
® =7 .- |-
compensation Timd
hisiory for base, [ Organization Directory
[E] Employee Performance
[ Upcoming Training
[ Scheduled Training
Employes Expiring Licenses
"

Manager Expiring Licenses id

#100% -

Step ‘ Action Notes

5. Select the Direct Reports option by clicking the check box.

ol

6. | Click the scroll bar to view more options.

7. Select the Pending Approvals option by clicking the check box.

=

8. Click the Save button.

Save

9. Each pagelet includes a Refresh button and a Pagelet Settings
button, both located on the right side of the pagelet's header.
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Favorites ¥ | MainMenu v

Personalize Content|

& (e~ | [E Announcements c e~ g Company Director|

Overtime Requests
vidusl punches é@é e No Current. Search by Name, Job Title, |
o Personal % My Org Chart
Inf
3
Re: of . = =
Yo Employee Expiring Licenses < ov =

No expiring licenses in the next 60 days

oA " Training Summary
Accommodation —A) - View s surmary ofyour
A e = cor an s niometon
ADA Acsormmosston risin your
Re

quest current profie

Absence Request
Navigate to the Time. Upd
n 1 star page.

Direct Reports S ov

Employees

Name Work Phone
Jennifer Gamer 41012371723
Toby Flenderson  410/782-3347

More. -
40 i ’

H100%

Step @ Action [\ [o] {1

10. | The Pagelet Settings button provides the options for
Minimizing, Removing, or in some cases Customizing the
individual pagelet.

Click the Pagelet Settings button.

11. | For this tutorial we want to temporarily hide the view of the
Employee Self Service Links pagelet.

Click the Minimize link.

Minimize

12. | Click the scrollbar to view other options.

13. | Now that we have the pagelets that provide the information we
like to have accessible every time we log into CONNECT, we can
arrange them in any order we like.

Click the Layout link.
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14. | You can select a basic layout of two columns or three columns.

CONNECTed

A two-column layout results in one narrow column on the left
side of your homepage and one wider column to the right. A
three-column layout results in three narrow columns of equal
width. If you place a wide pagelet in a narrow column, the
column stretches to accommodate the wider pagelet.

The two pagelets added (Direct Reports and Pending Approvals)
are now listed in the first of three columns. To arrange the layout
for personal preference, the selections can be moved up, down,
and into the center or right columns using the arrows to the right
of the columns.

# Home | Sign out

Personalize Home Page

New Window | Help | B

Perseonalize Layout: My Page ontent | Layout 2 Hep

el ks Tab Name My Page [ectory S lov

Basic Layout: |2 columns @ 3 columns Title, Department, or Email

btk Phene @
P Click arrows o move pagelets up and down or into neighboring columns. Click "Delete Pagelet” AL EEE
1o remove the selected pagelst from your portal home page. Remember to click "Save” when done.
07822847 Add Pagelets: Goto Personalize Content
#= Required - fxed positon pagelet
*=Required - moveabie pagelet

Left Column Center Column Right Column
rovals Employee Seff Senice Links Announcements Company Directory
Direct Reports Employee Expiring Licenses
Pending Approvals =
ing at tis time. @ P

]

Delete Pagelet

save Gancel

= Notify

H100%

Step ‘ Action Notes

15. | You arrange the pagelet by highlighting the name and clicking the
arrow keys. You can move a pagelet right or left, from one
column to another, and up and down within a column.

Click the Direct Reports list item.
[Direct Reports |

16. | Click the Move Right button.

17. | Notice that now Direct Reports is in the Center (second) Column.
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18. | You can reorganize the order within the column.

Click the Move Up button.

19. | Click on the move up arrow one more time to make Direct
Reports the first one in the column.

Click the Move Up button.

20. | Click the Pending Approvals pagelet.
[Pending Approvals |

21. | Click the Move Right button.

22. | Click the Move Right button again to move the Pending
Approvals to the Right Column.

23. | Click the Move Up button.

24. | Click the Employee Expiring Licenses pagelet.
[Employee Expiring Licenses |

25. | Click the Move Left button.

26. | Now that you have reorganized your pagelets, save the changes
and let's see how the home page looks.

Click the Save button.

Save

27. | Notice how the pagelets are in different locations.
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Personalize Content | Layout

Q

8 Pending Approvals

Work Phone. No approvals are pending at this time.

41012371723
\j—g—g Company Directory

son 4107823847
‘Search by Name, Job Titie, Department, or Email

Mare..
76 sear ®

T = = T My Org Chart Advanced Search

®100%

Step ‘ Action Notes

28. | Let's expand the minimized pagelet to view it.

Click the Pagelet Settings button.

29. | Click the Expand link.
Expand

30. | Now we can view the Employee Self Service Links pagelet. We
also have the Employee Expiring Licenses pagelet open but it is
not providing any useful information at this time. Let's remove
the pagelet from our homepage.

But first let's minimize the Employee Self Service Links so we can
better see our changes.

31. | Click the Minimize link.
Minimize

32. | Now let's remove the Employee Expiring Licenses pagelet.

Click the Pagelet Settings button.

33. | Click the Remove link.

Femove
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Employee Expiring Licenses
Removal Confirmation

?

¢ Are you sure you wish to remove this pagelet from your home page?
You £an add itIater by going to the ‘Personaiize Home Page Content page.

{"Ves “Remove | No- Do Not Remove
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New Window | Help | Personalize Page | B

H100%

Step @ Action [\ [o] {1

34,
the homepage.

Click the Yes - Remove button.

Yes - Remove

You will always be prompted to confirm removing a pagelet from

Employee Self Service Links @~ | [Direct Reports

Employees

Name Work Phone.
Jennifer Gamer  4101237-1723
Toby Flenderson ~ 410/782-33847

More.
Employee Search

Announcements

No Current Announcements.

Personalize Content | Layout
av @ i At

No approvals are pending at ths time.

nﬁ%ﬁ: Company Directory
Search by Name, Job Tite, Department, or Emal

o || Fumyogcnat Advanced Search

Step @ Action

35.

Click the Pagelet Settings button.

Now let's expand the Employee Self Service Links pagelet.
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36. | Click the Expand link.
Expand

37. | Now that we have all the pagelets we want on our homepage,
let's see how we can use the Layout options.

Click the scrollbar.

38. | Click the Layout link.

39. | Notice we have the three column layout selected to display our
pagelets.

Personalize Home Page
New Window [ Help | &1

Personalize Layout: My Page T e 2 Heip
2 o~ | i .
| Tab Name My Page c lev
K ® Overtime | |Em) _
dust Requests Basic Layout: (02 columns @ 3 columns
fin (S Veworaaa | Mam| Ve
K L) your overtime:
ests
= Jen
Pacoeal Click arrows to move pageles up and down or into neighboring columns. Click “Delete Pagelet” S [av
Information | T09Y 1o remove the selected pagelet from your portal home page. Remember to click *Save" when done.
e (3=] Summary
s in Roviwa o] Add Pagelets Goto Personalize Content
Jere summary of
> Jour perenet | EMH # - Requiced - ixed postion pagelet
*=Required - moveabie pagelet
A
= Training Left Column Center Column Right Column
S Employee Sef Senvice Links Direct Repors Pending Approvals
s, Views No Announcements ‘Company Directory @
es. summary of
yourtaiting
ents information a b
fent 52}
Delete Pagelet
Current
the
Jpace.
he
curent save Cancel
period.
= Notity
#100% ~

Step ‘ Action Notes

40. | To change our layout to two columns we will reorganize our
pagelets.

Click the Pending Approvals list item.
[Pending Approvals |

41. | Click the Move Left button.
42. | Click the Move Up button.
43. | Click the Move Up button.

Page 42



TRAINING GUIDE
CONNECT HCM 9.2 Fundamentals

Step @ Action [\ [o] {=1

44. | Click the Company Directory list item.
[Company Directory |

45. | Click the Move Left button.
46. | Click the Delete Pagelet object.

47. | Now let's make the 2 column layout our selection.

CONNECTed

Select the 2 columns by clicking the radio button.

© 2 columns

48. | Click the Save button.

Save

49. | Notice how now we have the two column layout and the
pagelets have been reorganized.

50. | Another quick way to rearrange your pagelets is to use drag and
drop with the mouse.

Watch Video Tutorial (Video file format: MP4, will open in your
Windows Player application) or you may interact with the
simulation.

51. | Notice where the Announcement pagelet is located.

Favorites ¥ | MainMenu A Home | sigsl

ORACLE"

Personalize Content | Layout
Employee Self Service Links S o~ | |DirectReports o
Timesheet Web Clock Overtime Employees
Report your ime and Enier incividual /@) Requests
sk defas or a punches with Vieworsddyour || Name Employes 1D JobTitee Department Location Work Phona
oy, week, or me O @_ O overime reatesis
percd infommaion
Jennifer Gamer 000700197 Bailt CONNECT DOHA- OMce of 410537.1723 skil  Training
Careers Interview o Personal the Chief CI
Careers site o view DA Calendar Information
jobs and manage View interviews of Summary DC HQ - Office of =
your appications. applicants in which Roviowa summary | | Toby Flenderson 000700202 Adminisira CONNECT el 410823847 kil Training 0
you are scheculed to ofyour personal the Chief CI
partzipate infomation
ADA My Current Training Employee Search
Accommodation —Ml) ronie Summary
Request B8] tenage s, Views summary of ;
ADA s and your traning Pending Approvals s
‘Aczommodation ments n nfomaton
Request ument profie
No approvals are pending at this time
Compensation Absence Current
History Request Documents
cor sart page

Announcements S o~

No Current Announcements.

1 i J 3

P 11800/p: _PERS_HOMEPAGE PORTAL HOMEPAGE GBLTPage=PORTAL_HPLAYOUTAAction=Uitab=DEFAULT %100% -

Step @ Action

52. | Click the Layout link.
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Personalize Home Page

New Window | Help |

Personalize Layout: My Page

Tab Name My Page

Timesheet _
Report your ime and Basic Layout: @2 columns  © 3 columns
task details fora
day, wesk, or fime
pericd.

Careers Click arrows o move pagelets up and down or into neighboring columns. Ciick "Delete Pagelet"

N 1o remove the selected pagelet from your portal home page. Remember to click "Save" whens done.
jobs and menage
p ‘your applic ations. Add Pagelets: Goto Personalize Content

#=Required - foced positon pagelet
*=Reauired - movesble pagelet
ADA

= Left Column Right Column
Request R Erioyes Ga Service e Direct Reports
(} ADA Amouncements Pending Approvals
ccommozton Company Directory a
Request a ®»
=
Compensation
‘ S ) e ] Delele Pagelet
compensation
ision for base.
Varabe, and sick
Announcements. T =
No Gurrent Amouncemens.
=] Notify

CONNECTed

ize Content | Layout
kil Training
kil Training
< (o
#100% -

Step | Action [\ [o] {1

53.

To delete a pagelet you must select the pagelet first. For this
example we will remove the Announcements pagelet.

Select the Announcements list item.
[Announcements |

54.

NOTE: This action will not be confirmed. If you delete the
incorrect pagelet you will need to acces the Content options,
select the pagelet, and save to reestablish it on the homepage.

Click the Delete Pagelet button.
| Delete Pagelet |

55.

Click the Save button.

Save

56.

Notice now the Announcements pagelet is no longer available.
Remember you can always reestablish any pagelet by accessing
the Personalize Content (top link) options.
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Favorites ¥

MainMenu ¥

# Home =
ORACLE"
Personalize Content | Layout ? Help
Employee Self Service Links S o~ |[DirectReports S v
Timesheet Web Clock Overtime | | [Employees
B LnRe @ maes
anc tsi cetas for punches win Vieworaad || ame Employee D Job it Department Location Work Phone
<oy, ek, or rooritask  ®_O) your ovetime
fime perod irfomation requssts
Jennifer Gamer  D0O7001S7  Bailft CONNECT DO HQ- Offce of 4102374723 sl Training
Careers Interview o Personal e Chief
Coreerssiteoview A EI A Catendar Information
Jobs ant manage. View ervens Summary
which you are Summary the Chief I
schedlied o your personsl E
peripste. formaton. | | o =
Employee Search
ApA e Training
Accommodation [“ge — ] Profile Summary .
t\ Request B=5 Nanege sk Views @ Pending Approvals 2 e
Qi competencies, summary of
‘Ascommadston and Jour raning
Request sccomplishments information. No approvals are pending at this time.
inyour curent
proie
Compensation Absence Current
History Request Documents
$) row Navigae tothe Upssteor
compenstio Time str page. e your
istoyfo ke cromence
Veriable. and siock Gocuments
PHons e
curent
perod.
a—g—f; Company Directory c ov
Search by Name, Job Titie, Department, or Email
http://hrtest. mdcourts.gov:11800/ psp/hrdev/EMPLOVEE/HRMS/?cmd=logout #100% -

57. | Click the Sign out

link.

58.

You have completed the personalizing your home page lesson.
End of Procedure.

In-Application Support

The in-application support refers to the help link and embedded help information available

throughout CONNECT.

Embedded Help

Embedded Help is available for some components and page sections and provide additional

information.

Favorttes = Worklorce Administration ™

ORACLE’

360 Information =

Job Data

# Home | Sign out

New Window | Help | Personalize Page | &1

Work Location | JobInformatien | Job Labor | Payol | SalaryPan | Compensation
Ben Affleck Empl 1B 000700196
Employes Empl Record 0
Compensation [ Fid  Fist ‘& fof1 @ Last
Effective Date 010172014 GoTaRaw
Effective Sequancs 0 Action Hire
HR Status Active Reason New Hire
Payroll Status Actve Job Ingicator Prenary Job
curent ]
Compensation R-T 2,988.1428315] “Frequency | MD-B QL \yppiveekly
Help - Comparative Information 3
Pay Rates
Comparing a Compensation Change Amount, Percentage, and Rati
Dispiays the change amount by fraquency and percentage of changa f1om tis WOrKer's previaus pay.
Pay Companents
Amounts | Convois. | Gnanges | CJ Th® Gompe-Reti (comparison roto) dpleys the parcent-throughrangs colculation, bosed on the selery plon and grode.
ey I Comp{ The Job Rato ctsplays the through-range caltuiation, bosed on the midgoint selary of the person's job code
O e The joi 1t is avaiabie Bny If the PEFSON'S oD 088 NaS j05 12O INBIMANON (MKIPCIN Salary, cuTENcy, BRd frequency) defne.
2
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Procedure

During this topic you will see how to identify and access the embedded help information.

Favorites ¥ | MainMenu v Workforce Administration ~ Job Information Job Data 4 Home | Sign out

ORACLE’

New window | Help | Personaize Fage | i |
Work Location || Job Information || Job Labor || Payroll || Satary Pian || Gompensation
sonu nayar EmplID 000700002
Employee Empl Recora 0
Work Location (2 Fina  Fist @ 1or1 & Last
“Effective Date D1/01/2014 |5 GoToRow | [+][=]
Effective Sequence| 0| “Action|Hire
HR Status Active Reason [=
Payroll Status Active *Job Indicator | Primary Job =
Current (w]
Position Number (59000710 Q Accounting Analyst =
Position Entry Date 01/01/2014
Position Management Record
Regulatory Region USA United States
Company MDJ Maryiand Judiciary
Business Unit MDJO1 Maryiand Judiciary
Department 0452000 Anne Arundel County
Department Entry Date 01/01/2014
Location C02.CTHSE GG/ ANNE ARUNDEL COURTHOUSE
Establishment ID 242040582434 |Q Anne Arundel Date Created 02/19/2015 M
Last Start Date 01/012014
Expected Job End Date| [ [ End Job Automatically
iohnan Emriwment Nata Eaeminns Ditrintion enetts e P raten i
< i ’
#100% ~

Step | Action [\ [o] {1

1. Embedded Help is available for some components and page
sections and provide additional information.

Click the Help button (? icon).
2. | The embedded help modal prompt opens up and provides you
with detailed information on the subject.

Click the Close button.

3. Click the Job Information tab.
Job Information
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4 Home |

Sign out

ORACLE"

Work Location || Job Information || Job Labor || Payroll

sonu nayar

Employee
Job Information (7

Effective Date 01/01/2014
Effective Sequence 0
HR Status Active
Payroll Status Active

Job Code 2164
Entry Date 01/01/2014
Supervisor Level
Reports To
RegularTemporary Reguiar
Empl Class

Regular ShiftNot Appiicable
Standard Hours (7

Standard Hours 40.00
FTE 1.000000

Contract Number (3
Contract Number’

Contract Type

New Window | Help | Personalize Page | i)

Salary Plan | Compensation
Empl ID 000700002
Empl Record 0
Find  First ‘& 10f1 & Last
Go'To Row
Action Hire
Reason
Job Indicator Primary Job
current [

Accounting Analyst

FullPart Ful-Time.
“Officer Code [None
shift Rate
Shift Factor

Work Period W Weskly

#100%

Action

next to the title.

Click the Help button.

You can find the embedded help icon in the component sections

Click the Close button.

Favortes ¥ | MainMenu ~ Workdorce: Administration

ORACLE’

Effective Sequence 0
HR Status Active
Payroll Status Active

Job Code 2164
Entry Date 01/01/2014
Supervisor Level
Reports To
RegularfTemporary Reguiar
Empl Class

Regular Shift Not Applicable

Standard Hours (2

standard Hours 4000
FTE 1000000
Contract Number | 7]
Contract Number Q
Contract Type
P ES ysa
Job Data Employment Data

Save ][ Retum to Search

Work Location | Job Information | Job Labor | Payroll| Salary Pian | Compensation

Job Information ¥ Job Data

Action Hire
Reason
Job Indicator Primary Job
curent [

Accounting Analyst

FullPart Ful-Time.
*Officer Code [None
Shift Rate’
Shift Factor

Work Period W Wesky

Eamings Distribution Benefits Program Partcipation

55 include History | [[7 Gorret History

1

P PSP Fab=|

LT #100%

Step @ Action
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7. Click the Sign out link.
Sign out

8. | You have completed reviewing the Embedded Help available
throughout the system.
End of Procedure.

Using Keys and Search Pages

This lesson provides an overview of keys and search pages, and describes how to use search
pages to retrieve the data you need.

Upon completion of this lesson, you will be able to:

e Describe how keys are used to perform a search.
e Perform a search to access a page.

e Use an operator to perform a search.

e Use a wildcard to perform a search.

Understanding Keys

A field or a combination of fields uniquely identifies every table in your CONNECT database. For
example, the employee ID field uniquely identifies your employee records. As another example,
when employees enroll in training classes, the combination of employee ID, course code, and
course start date uniquely identifies enrollment requests.

The fields that uniquely identify your data are called keys.

This topic discusses the use of keys in CONNECT.

Procedure

During this topic we will identify and explain (data) keys.
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Favortes ¥ | MainMenu v Norkforce Administration Job Information ¥ > Job Data. 4 Home | Sign out

ORACLE’

New Window | Help | Personaiize Page | B5
Work Location || Job Information || Job Labor || Payroll || Salary Plan || Compensation
sonu nayar Empl 1D 000700002
Employee Empl Record 0
Job Information (7. Find  First ‘& 10f1 & Last

Effective Date 01/01/2014 GoTo Row,

Effective Sequence 0 Action Hire
HR Status Active Reason

Payroll Status Active Job Indicator Primary Job

curent £

Job Code 2164 Accounting Analyst
Entry Date 010112014
Supervisor Level
Reports To
Regular/Temporary Regular FulliPart Ful-Time
Empl Class = “Officer Code [None =
Regular Shift Not Appiicable Shift Rate
shift Factor

Standard Hours (2
Standard Hours 4000 Work Period W Weekly
FTE 1000000
Contract Number (7
Contract Number Q

Contract Type

11800/ psp! LIB_PT_NAVISCRIPTL FieldFormula Script_PT_NAV INFRAME?pt_fname=HC_WORKFORCE_ADMINISTRATION:c= St hrFpXT2352g7SMZMIM2TvekM  #,100%  ~

Step Action [\ [o] {1

1. Click the Workforce Administration button.

2. Click the Personal Information menu.

3 Personal Information r

3. Click the Modify a Person menu.

|_1 Modify a Person

4. | Afield or a combination of fields uniquely identifies every row in
a table in CONNECT database. For example, a Person ID uniquely
identifies each row in the Personal Information table.

5. | Most transaction pages or components have search records
associated with them. If you select other pages that have a
common search record, such as pages within a component or an
associated link, you are not prompted to enter search criteria
again. You are prompted for new search keys only when you
select a new page outside of a component with a different search
record.

6. | The fields that uniquely identify your data are called keys. To
display a page, you enter the search key(s) on the search page so
that the system can retrieve the correct row of data.

For example, if you want to review a summary of absence history
for your employees, you must specify or search for the data by
using the Person ID.

7. A search record is the list of defined search keys that help you
locate data. The search keys are the fields you are prompted for
on a search page. For example, you can search for an employee
by using one or a combination of the keys displayed on this page.
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8. Click the Home link.
# Home

9. Click the Sign out link.
Sign out

CONNECTed

10. | You have completed reviewing the Understanding Keys topic.
End of Procedure.

Using Search Pages

There are two types of search pages: basic search pages and advanced search pages. When you
select a page, the system often displays a Find an Existing Value tab (or something similar) that
enables you to do a basic search and provides an Advanced Search link.

A basic search page enables you to search by just one field at a time, and then only using the
“begins with” operator. To designate the search field, if more than one is available, select the
desired field from the Search by drop-down list box and then click the Search button to display
the results of your search. You can perform a partial search by first entering part of a name or
description in the "begins with" text box.

On the advanced search page, you can narrow your search, both by searching based on more
than one field at a time and by using a variety of search operators.

In some cases, search pages may include the Include History and Correct History options. In
addition, search pages contain the Case Sensitive check box to enable you to perform case-
sensitive searches.

When you open a page or component, a search page appears prompting you for the search keys
needed to locate the data.

This topic describes how to effectively use search pages.

Procedure

During this topic we will demonstrate the use of search pages.
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ORACLE | PEOPLESOFT

Sign In

ben.affleck

English

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s affiates. Al rights reserved.

®100% ~

Step @ Action

1. Click the Sign In button.

Sign In

Sign out
Personalize Content | Layout ? Help
Employee Self Service Links S ov Announcements S ov
Tllneﬁ neel WPD Clock @ Overtime
el Requests
m Me\ e wn L a) a No Current Announcemens.
nme yhory requesis.
Interview o Personal
Calendar Information
s Summay =
v (85" ooy g ienses 0
o .| | Noexpiring licenses in the next 60 days
paricipate. informaton
\j—g—g Company Directory c ov
ADA wy curent Training
E\ Accommodation &—IJ Summary | Search by Name, ob Tite, Department, or mai
( equest o skils Views
ADA summery of
- ®
informion.
Reauest in your cur &% My Org Chart Advanced Search
Compensnllon ADQEHCE Current
Dm:umenls
stk
ﬂmmns Vﬂrme
curert
per
- 1l ) ®100%

Step  Action Notes

2. Click the Main Menu button.

3. Click the Organizational Development menu.

i Organizational Development ¥

4, Click the Position Management menu.

(3 Position Management *
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5. Click the Maintain Positions/Budgets menu.

CONNECTed

3 maintain Positions/Budgets 4

6. Click the Add/Update Position Info menu.
Ij AddfUpdate Position Info

Favorites ¥ | Main Menu ¥ Organizational Development ¥ > Position Management ¥ > Maintain Positions/Budgels ~ > AddiUpdate Position Info

ORACLE’

New Window | Help | B3
‘Add/Update Position Info

Enter any information you have and click Search. Leave fields blank for a lst of all values.
Find an Existing Value || Add aNew Value

Search Criteria

Position Number| begins win[<]
Description| begins with [

Position Status|= =] [=]

Business Unit[ begins with [=]

Department| begins with []

Job Code[ begins with [

Reports To Position Number| begins with [=]

feyelel

[linclude History [ correct History [ case Sensitive

Search Clear | Basic Searcn &' Save Search Criteria

Find an Existing Value | Add a New Value

Obj false); #100% ~

Step ‘ Action Notes

7. When you select a page, the system often displays a Find an
Existing Value tab that enables you to do a basic search.

For this example enter "59" into the Position Number field.

8. | There are two types of search pages: the basic search page and
the advanced search page. When you select a page, the system
often displays an advanced search page on the Find an Existing
Value tab. You may also click the Add a New Value tab to add a
new row of data to the table.

Click the Basic Search link.

9. In general, a basic search page offers just one or two fields in
which you may perform your search. You designate which key
field you want to search with by entering text in the Search by
field.

Click the Search button.
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10. | Alist of Position Numbers that use the Position are displayed in
the Search Results grid.

11. | With a basic search, you have the option of changing your search
criteria. The Search by list box enables you to select different
search keys to search against the database. You can also enter
full or partial values for the key field. For example, you may not
know the Position Number, but you know that the position
number begins with a "59".

Click the Search by list.
| Position Number B3

12. | Click the Job Code list item.

13. | We know the Job Code we are searching for begin with 63. Enter
"63" into the begins with field.

14. | Click the Search button.

15. | The Search Results show all rows matching your search criteria.
In this case, these are all the Job Codes in the database with
codes that begin with 63. You are looking for the HR Specialist Ill.
With a basic search, only the first column in the Search Results
list is displayed as a link.

Click the 6344 link.

16. | The Position Information page is displayed and includes the Job

Code field HR Specialist III.

Favorites ¥ | MainMenu ¥ Organizational Development ~ > Position Management ~ > Maintain Positions/Budgets v > Add/Update Position Infolf,

ORACLE"

Description || Specific Information || Budget and Incumbents

Position Information Find | View Al First (& 1011 @ Last
Position Number 50000241 =
Headcount Status Filed Current Head Count 1 outof 1
“Effective Date [01/01/2014 |5 *Status Active =

Reason [NEW |Q Action Date 02/20/2015

4 Home | Sign out

New Window | Help | Personaiize Page | i«

i

Titte [HR Specialist i
Work Location
“Reg Region [USA
Department (0600113
Location [AOC-HR
Reports To (55000721
Supervisor Ll

Salary Plan Information

Q- United States

@ Human Resources

Q_ AOG HUMAN RESOURCES
‘@ Exec Dir Human Resources

a

*Position Status Approved = Status Date [01/0122014 £} [Elkey Position
Job Information
“Business Unit[MDJO1 |Q  Maryiang Judiciary
JobCode[344  |@ R Specialist il
*Reg/Temp | Regular =] *FulllPart Time Full-Time =]
*Regular Shift| Not Applicable =] Union Code a

Short Title |HR Special Detailed Position Description

“Company [MDJ |Q Maryland Judiciary

Dot.Line Q

Security Clearance| a

®100% ~
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17. | Click to scroll sown the page.

18. | If you want to look at data for another job code you can click the
Return to Search button at the bottom of the page.

Click the Return to Search button.
|G Return to Search |

Favorites ¥ Main Menu ~ Organizational Development ¥ > Position Management ¥ > Maintain Positions/Budgets ¥ > Add/Update Position Infolf, #& Home | Sign out

ORACLE’

New Window | Help | B =
‘Add/Update Position Info
Enter any information you have and click Search. Leave fields biank for a list of all values.
Find an Existing Value || AddaNew Value
Search Criteria
Position Number| begins with [ =] (53000841

Description| begins with [~
Position Status|= =] [

I

Business Unit| begins with []) a
Department] begins wih[=] Q
Job Code| begins with [] a
Reports To Position Number| begins witn =]
[Cinciude History Clcomrect History [ case sensitive
Search Clear_| Basic Search &' Save Search Criteria 4
Search Results
View Al Fist @ 122023 @ Last
Position Number _Description _ Position Status Business Unit Department Job Code Reports To Position Number
50000574  HRAssociate Approved  MDJOT 0600113 6321 59000839
59000901  HRSpecialist! Approved  MDJO1 0600113 6340 59000721
50000903  HRSpeciaist! Approved  MDJO1 0600113 6340 59000721
59000900  HRSpecialistll Approved  MDJOT 0600113 6341 53000838
50000341  HRSpecialistll Approved  MDJO1  0G0DT13 6344 59000721
50000345 HRSpecialit Approved  MDJO1 0600113 6344 59000836
50000346 HRSpecialit Approved  MDJO1 0600113 6344 59000836
b false); ®100% -

Step | Action Notes

19. | The system returns you to the advanced search page with the
criteria from the previous search displayed.

If you want to search again with new criteria, you can use the
Clear button. The Clear button refreshes the page without saving
SO you can enter new criteria.

Click the Clear button.

20. | The options on the advanced search page enable you to narrow
your search by entering values in more than one type of criteria.
The advanced search page contains several keys to search for
your record.

Enter "59" into the Position Number field.

21. | Click the Search button.
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22. | The search function can retrieve up to 300 entries from the
database, displaying several results at a time in the Search
Results grid. Notice we have 213 records in our search results.

TCONNECTed

23. | Use your browser's scroll bar to view all listings on the current
page. If the list is subdivided, click the right arrow above the grid
to view the next set of listings.

Click the Show next rows link.

[]

24. | Click the Clear button.

25. | Click in the Business Unit field.

26. | Enter the desired information into the Business Unit field. Enter

m-.

27. | Click the MDJO1 object.

28. | One way you can select criteria is by using the Lookup
(magnifying glass) buttons provided for some of the fields.

Click the Look up Job Code button.

=

29. | Use the Look Up modal promt page to search for key values to
use in your search criteria.

30. | Click the Cancel button.

31. | Another way to narrow your search is to use a key or
combination of keys with full or partial values.
For example we have the Business Unit, MDJO1 entered.

Let's combine that with entering "63" into the Job Code field.
32. | Click the Search button.

33. | The 23 job codes that match this criteria are displayed in the
Search Results table. With an advanced search, all the columns in
the Search Results list are displayed as links.

Click the 6344 link.
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New Window | Help | Personaiize Page | i ~|
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4 Home | Sign out

Reason[NEW |Q

Description || Specifc Information || Budget and Incumbents
Position Information Find | ViewAl  First (4 1071 ) Last
Position Number 52000841 HE
Headcount Status Filled Current Head Count 1 outof 1
*Effective Date [01/01/2014 |5 *Status Active [=]

Action Date 02202015

I

“Position Status Approved 2] Status Date 010172014 ][5 [CKey Position
Job Information
“Business Unit[MDJO1 |Q  Maryland Judiciary
JobCode[6344  |Q MR Specialist Il
*Reg/Temp | Reguiar = *FullPart Time Full-Time =
“Regular shift [ Not Appicable =] Union Code Q

Titte [HR Specialist I Short Titie |HR Special Detailed Position Description

Work Location
“Reg Region [USA| Q. United States

Department 0600113 @_ Human Resources “Company MDJ |Q Maryland Judiciary

Location AOC-HR @ AOC/ HUMAN RESOURCES
Reports To 69000721 |Q Exec Dir Human Resources Dot Line Q
supervisor Lvl Q Security Clearance| Q

Salary Plan Information

®100% ~

Step ‘ Action Notes

34. | Click to scroll down the page.

35. | The Position Information page is displayed.

Search List Navigation buttons are available to process your
search. They are displayed below the transaction area of the
page.

36. | The Previous in List button displays the data for the previous

data row in your search list box. This button appears gray if you
did not select the data row from a list box, if there was only one
row in the list, or if the data displayed is the first row on the list.

37. | The Next in List button displays the data for the next data row in
your search list box. This button appears gray if you did not select
the data row from a list box, if there was only one row in the list,
or if the data displayed is the last row on the list.

38. | The Return to Search button returns you to the search page for
the transaction type.

Click the Return to Search button.

5t Return to SEamem™
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Favorites ¥ Main Menu v Organizational Development ¥ 5 Position Management ¥ 5 Maintain Positions/Budgets ¥ > Add/Update Position Infolf, A Home | Sign out

ORACLE'

New Window | Help | @ «|
‘Add/Update Position Info
Enter any information you have and click Search. Leave fieids biank for a lst o all values.
Find an Existing Value || Add 2 New Vaue
Search Criteria
Position Number| begins with []
Description| begins with [ ]
Position Status|= =] = E
Business Unit| begins with [=] MDJO1 Q
Department| begins with [+ (s}
Job Gode[begins with [+] 6344 Q
Reports To Position Number| begins with [»]
Dlinclude History [ correct History [ Case Sensitive
Searcn | [ Clear | Basic Search & Save Search Crieria
Search Results T
View Al Fist (0 1ot O Last
Position Number Description _ Position Status Business Urit Department Job Code Reports To Position Number
B9000847  HRSpecalstll Approved  MDJOT 0600113 6344 59000721
50000845  HRSpecialit Approved  MDJOT 0600113 6344 59000836
50000346 HRSpecialit Approved  MDJOT 0600113 6344 59000836
50000345 HRSpecialit Approved  MDJO1 0600113 6344 59000836
50000850  HRSpeciaist Approved  MDJOT 0600113 6344 59000836
59000852 HRSpecialist Approved  MDJOT 0600113 6344 53000837
50000353 HRSpecialit Approved  MDJOT 0600113 6344 59000837
[avascript: submitAction winl(document.wind, #ICSaveSearch’); ®100% ~

Step @ Action [\ [o] {1

39. | If the search criteria you selected is something that you think you
can use again, you can save the specifics of the search.

Click the Save Search Criteria link.

40. | The saved search will contain these values field.

Click in the Name of Search: field.

41. | Enter "Job6344" into the Name of Search: field.

42. | Click the Save button.

43. | Click the Return to Advanced Search link.
[Return to Advanced Search|

44. | Notice that a Use Saved Search field appears so that you can
select a saved search. Once a search has been saved, that specific
search record is available for use in other search pages that use
the same search record.

45. | You can also delete any saved search by using the Delete Saved
Search link.

46. | For any of the criteria, you also can use the Case Sensitive
option. This ensures that the search results are based on
matching the case you enter in the criteria.

47. | Click the Home link.

Page 57



TRAINING GUIDE «
CONNECT HCM 9.2 Fundamentals QONN ECTed

Favorites ¥ | MainMenu v

# Home | Signout
Personalize Content | Layout ? Help
Employee Self Service Links c ev Announcements c ev
Timesheet Web Clock Overtime
Report your tme Enermavava (@) Requests
and task details for punches with View or add No Current Announcements.
ooy, woek. or (03 relevant esk B D your overtime
e period informaion. requesis.
Car o Personal
Information
o . Summay — s
p in E Sewa® | [Employee Expiring Licenses s ov
unen you o summary of | | No xpiring icenses inthe next 60 days
partcipa. information
é‘@‘b Company Directory c ov
ADA Wy Current Training
Accommodation &=I Profile Summary || Search by Name, Job Title, Department, or Email
Request Mar skills, View a
(J ADA co summery of ®
‘Aszommodation yourtminng
Reauest in &% My Org Chart Advanced Search
pro
Compensation Absence Current
History Request Documents
§) ter 1 [ Dozame
compensation Time start page o
Tistory for base, peromance
variable, and stock documerts
options.
http://hrtest. mdcourts.gov:11800/ psp/hrdev/EMPLOVEE/HRMS/?emd=logout #100% -

Step | Action [\ [o] {1

48. | Click the Sign out link.
Sign out

49. | You have completed reviewing the Using Search Pages topic.
End of Procedure.

Using Operators and Wildcards

Operators enable you to conduct a search on limited amounts of information, such as first
letters for names, descriptions, or IDs.

A wildcard is a special symbol that stands for one or more characters. This enables you to select
multiple files with a single specification.

Procedure

During this topic we will explain how to use operators and wildcards in search pages.
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ORACLE | PEOPLESOFT

Sign In

User ID

CONNECTed

ben.affleck

Password

English

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s afiiates. Allrights reserved.

|nee: 11800/ psp) OVEE/HRMS/” d=EN

R100% ~

Step @ Action

1. Click the Sign In button.

Sign In

Sign out
Personalize Content | Layout ? Help
Employee Self Service Links S ov Announcements S ov
Timesheet Web Clock Overtime
Wn e DL @) rees
m ket o punches win Vieworadd | | No Curent Announcements.
{19 fovent i ®_O o e
ey information.
areers Interview o Personal
Comansieiovon RBY Catonaar Information
obs and manage View ervens Summay =
S
shichyousre sumerer) ool | | Noexpiting icenses inthe next 60 days
partkipai. informaton
\j—g—g Company Directory c ov
DA Wy Current Training
Accommoaamn &=I Profile Summary | | Search by Name, Job Tite, Department, or Emai
Reque hanage sils, Views
competenties, summery of ®
Amemnﬂslmr\ and yourtraining
e cccompishments mormation. | | 5
My Org Chart Advanced Search
proie
Compensnllon ADQEI!CE
5 Dm:umenls
Somporsation mum page. vl
Tistory for base, perfomnce
b sk
curert
period
= 11800/psp/ ®100%

Step @ Action Notes

Click the Main Menu button.

2.

Click the Organizational Development menu.

i Organizational Development

Click the scrollbar.

(3 Position Management
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5. Click the Maintain Positions/Budgets menu.

CONNECTed

3 maintain Positions/Budgets 4

6. Click the Add/Update Position Info menu.
Ij AddfUpdate Position Info

7. Operators enable you to conduct a search on limited amounts of
information, such as first letters for names, descriptions, or IDs.

8. The fields that uniquely identify your data are called keys.

9. | The advanced search page defaults the operators used for each
search key. Notice on the search page displayed that the default
for all but one of the search keys is begins with. This means that
the system searches for records that match, based on the key
beginning with the criteria entered in each field.

Favorites ¥ | MainMenu ¥ Organizational Development ¥ Position Management ~ > Maintain Positions/Budgets ~ Add/Update Position Info

4 Home | Sign out

ORACLE’

New Window | Heip | B
Add/Update Position Info

Enter any information you have and click Search. Leave fields blank for a lst of all values.
Find an Existing Value || AddaNew Value

Search Criteria

Position Number| begins with =]
Description| begins with [~
Position Status|= =] [
Business Unit| begins with[]
Department] begins witn [

Job Code begins with []

Jeleel

Reports To Position Number| begins wih [=]

[inciude History [ corect History [ case sensitive

Search Clear | Basic Search (&' Save Search Criteria

Find an Existing Value | Add a New Value

®100% v

Step @ Action

10. | Enter "59" into the Position Number field.
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11. | Inthis example, you are searching for a position. You do not
know the specific name of the position, but you know that it is an
administrative position. If the first word in the position
description was "administrative" you could use the "begins

with" operator and enter the word "administrative" in the field
next to the operator. This would return all positions that begin
with the word "administrative." For this example, you do not
know where the word falls in the description, so you need to use
the "contains" operator.

CONNECTed

Click the Description key list to

12. | Displayed is a list of all the operators that are available when
conducting a search, such as begins with, contains, equals, not
equal to, greater than, greater than or equal to, less than, less
than or equal to, between, and in.

For this example select the contains list item.

13. | Click in the Description field.

14. | Enter "administrative" into the Description field.

15. | Click the Search button.

16. | Your Search Results are displayed below the operators. Notice
how the result only display the positions containing the word
"administrative" in the description.
17. | Click the Main Menu link.

Main Menu ~

18. | Click the Workforce Administration menu.

3 Workforce Administration r

19. | Click the Job Information menu.
12 Job Informaticn r

20. | Click the Job Data menu.

J Job Data
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21. | CONNECT supports three wildcard features when searching for
data in character fields. These wildcards can be helpful in finding
the exact information you want to process.

The supported standard wildcard features:

% the percent sign to match one or more characters

_the underscore to match any single character

\ the back slash as an escape character (don't treat the next
character as a wildcard)

22. | For example, suppose you are looking for a specific employee but
can't remember his ID. You know that the Name begins with "K".
You can use the % wildcard to locate the employee.

Click in the Name field.

23. | Enter "k%" into the Name field to search for all names beginning
with the letter K.

24. | Click the Search button.

25. | Click the scrollbar to view all results.

26. | Notice there are 12 employees with names beginning with the
letter K.

27. | Click the Home link.

Favorites ¥ Main Menu ¥ Sign out
ORACLE"
Personalize Content | Layout ? Help
Employee Self Service Links c ev Announcements c ev
Timesheet Web Clock Overtime
Report your tme Encringidus /@)y Requests
and task details for punches with View or add No Current Announcements.
2 day, week,or reevantisske B your overtime
i period informaion requesis.
Car Interview
Car
obs —
p your 3 Employee Expiring Licenses S ov
mmmmm ot o Heenses i the n
un S || Noexpinng lcenses in the next 60 cays
partkipai. information
\j—g—g Company Directory c ov
o ADA Wy Current Training
Accommodation &=I Profile Summary | | Search by Name, Job Tite, Department, or Emai
( Request hanage sils, Views
ADA competenties, summery of ®
‘Aszommodation your training
st cccompishments mormation. | | 5
in your corent My Org Chart Advanced Search
proie
Compensation Absence Current
History Request Documents
$) ke 1 Navigate to the Upcate or
compensation Time start page view your
Tistory for base, perfomnce
variabe, and stock documerts
options. forthe
curert
period
http://hrtest. mdcourts.gov:11800/psp/hrdev/EMPLOVEE/HRMS/?emd=logout H100% ~
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28. | Click the Sign out link.
Sign out

29. | You have completed the Using Operators and Wildcards topic.
End of Procedure.

Recognizing Page Controls

Page controls include several types of data entry fields, designed to offer different ways to

enter and maintain information. Recognizing each type of data entry field helps you to use
CONNECT more efficiently.

Data Entry Fields

In this topic you will learn to recognize and use the different types of data entry fields such as:

e Edit Box
e Date Prompt
e List Box

e Check Boxes
e Radio Buttons
e Long Edit Box

Procedure

During this topic we will identify and explain data entry fields.

Sign out

Personalize Content | Layout ? Help
Announcements c ov

No Current Announcements.

Interview o Personal
o DA Calendar Information
= i s Summa — 7
s of n rovona” | |[Employee Expiring Licenses S ov

e sumerer) ool | | Noexpiting icenses inthe next 60 days
Parsipae et
\j—g—g Company Directory c ov
oA Wy Current Training
Accommodation &=I Profile Summary | | Search by Name, Job Tite, Department, or Emai
O\ Reguest N Vewa
iod e L &P e yof ®
ceommocaion an N ot
Sicomptstiments Tomaton
Reauest myour eurent &1 iy org Crar Acvanced Search
e
Compensation Absence Current
History Request Documents
$) e Navgae totne Upiatoor
o e siart page.
5 % e
o ok Soruments
; or
et
perod
- 11800/ psp) ®100% ~
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1. Click the Main Menu button.

YE enu v

2. Click the Workforce Administration menu.

@ Workforce Administration ¥

3. Click the Personal Information menu.

0 Personal Information r

4. Click the Biographical menu.

[J Biographica b

5. Click the Volunteer Activities menu.

|_'1 Volunteer Activities

Favortes ¥ | ManMenu v Workforce Administration ¥ Personal Information ¥

ORACLE’

‘Volunteer Activities

Enter any information you have and click Search. Leave fields blank for a st of all values.
Find an Existing Value

Search Criteria

Empl ID[ begins with =]

Name|begins with =]

Last Name| begins with [~]

‘Second Last Name| begins with [
Alternate Character Name| begins with [=]
Middle Name[ begins with 7]

[lcase sensitive

a
Search Clear | Basic Search B Save Search Criteria

New Window | Help | B

®100% ~

Step ‘ Action Notes

6. Enter "00" into the Empl ID field.

7. When the Autocomplete function is enabled (My
Personalizations), the system provides a list of Empl IDs based
on the text you enter in the Empl ID field.

Click the sonu nayar object.
lsonu nayar |

8. | The system completed the data entry that you selected from the
auto complete.

Click the Search button.
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Some fields on a page are required, meaning that you must enter
a value in the field before you can save the page. The asterisks
(*) next to the Volunteer Organization, Start Date, and Type of
Volunteer fields indicate that these are required fields.

ersonal Information ~ Biographical ¥ > Volunteer Activities

Volunteer Activities

Person ID 000700002

vi Find | View All First W 101 @ Last
“Volunteer Organization Q HE=
Chapter Name

“Start Date 5 End Date B

*Type of Volunteer |Other [is volunteer on Leave

Full-time

[@save || Retum o Searcn | [I=] Notiy

New Window | Help | Personaizs Page | B3

[javascri ipt:pAction_win0(document.win 10, VOLUNTEER_ACT VOLUNTEER_ORGSpromptS0’);

#100% ~

Step @ Action [\ [o] {1

10.

An edit box with prompt button uses a Lookup button, which
looks like a magnifying glass, and can be used to look up a valid
value for the field. It opens a separate page that enables you to
search the database for the data you need.

Click the Look up Volunteer Organization button.

=

11.

A modal prompt is a child window that requires you to interact
with it before you can return to operating the parent application.
An example of this is the Look Up page.

The Look Up page displays a list of all the valid values for the
field. In this example, the page displays a list of all the volunteer
organizations in the database.

Click the Close button.

B
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12. | When entering information in a date field, you can use the date
prompt button. Clicking the button opens a small calendar that
displays the current month and day. You may also enter the
current day's date by typing the word "today" in a date field.
When you exit the field, the system converts the word "today" to
the current date in correct date format.

CONNECTed

Click the Choose a date button.
13. | Click the Choose Month list.

14. | For this exercise, you want to enter a start date of May 14, 2015.

Select the May list item.

15. | Click on 14.

16. | Notice that when you selected the day, the system exited the
calendar, and entered and the formatted date selected.

17. | Alist box is a field similar to an edit box, but with a down arrow
within the box. Click the down arrow to display a list of values
from which you can select a single option.

Click the Type of Volunteer list.
| Other B3

18. | For this example, the type of volunteer work is Fund Raising.

Click the Fund Raising list item.

Fund Raising

19. | Acheck box is a small square box that turns an option on or off.
Select the box to add a check mark and the option is on. Remove
the check and the option is off.

In this example, the Is Volunteer on Leave check box option is off
and you want to turn it on.

Click the Is Volunteer on Leave option.

||:| Is Volunteer on Leave

20. | Aradio button is a small round button that represents one
option in a group of mutually exclusive options. Only one radio
button in a group can be selected at one time.
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21. | Navigate to the General Comments page, for example, to see a
long edit box. In the navigation path at the top of the page, find
the name of the desired menu and click to display the cascade.

Click the Biographical button.

= C3 "‘

22. | Click the General Comments menu.

Ij General Comments

23. | An edit box is a rectangular box into which you enter data. The
number of characters you can enter is determined by the length
of the database field.

24. | A Comment is a field into which you enter lengthy custom text,
such as comments. These boxes store free-form text.

Notice that when the edit box is empty, no scroll bar appears.

25. | When you enter more lines than can be displayed at the same
time in the default size of the box, the system adds a vertical
scroll bar and allows you to continue entering text. Use the scroll
bar to move through the text.

Favores ¥ | ManMenu v Workforce Administration = > Personal Information ¥ > Biographical ™ > General Comments

ORACLE"

New Window | Help | Personalize Page | B
General Comments
Person D 000700002
Find | View Al First (& q1of1 & Last
=HE

[Fsave |[E Retum to Search | [ Notity

=DEFAULT #®100% -

Step @ Action

26. | Click the Home link.
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Favorites ¥ | MainMenu v

Employee Self Service Links

care erviow
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;
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i
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Accommodation (g M Profile
( Request &= Nanage siis.
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o
atcompishiner
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Request

in your current
prot

Compensation Absence
History Request
§) e ==

Reuests
/®\ View or add

Timesneet Web Clock
“ Report your e Erter ingnidua
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g scets e -0
St o
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requasts

o Personal
Information
s Summay e
E feviewa” | |Employee Expiring Licenses
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information.

é‘@‘b Company Directory

Training
‘Summary | | searc by Name, ob Tie, Department,or Email
summary of ®
nts

your raining
information.

7% My Org Chart Advanced Search

# Home | Signout

Personalize Content | Layout ? Help
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S ev

Intp://hrtest mdcourts. gov:11800/psp/ hrdev/EMPLOYEE/HRMS 2cmd=logout

®100% ~

Step | Action Notes

27.

Click the Sign out link.

Sign out]

28.

You have completed the Data Entry Fields topic.

End of Procedure.

Action Buttons

In this topic you will learn to recognize action buttons.

Procedure

During this topic you will review action buttons available through out CONNECT.

hitps//1 ov:11800/ psp/hrdev/EMPLOVEE/HRMS/?

ORACLE | PEOPLESOFT

Sign In
User ID

ben.affleck

Password

English

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s affiates. Al rights reserved.

R100% -
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Click the Sign In button.

Sign In

A& Home Sign out|

Personalize Content | Layout 2 Hel
Employee Self Service Links Announcements c e~ 3. Company Directory S v
Timesheet w
ﬁ B s No Current Announcements. Search by Name, Job Title, Department, or Email
2 day, week,or
o of G
s My Org Chart Advanced Search|
Interview o Personal
DA Calendar Information
o v Summary - s
o oo | [Employee Expiring Licenses S ov
g | | Noexpiring licenses i the next 60 days
paripete. formation
ApA My Current Training
Accommodation [“gy — ] Profile Summary
(J Request =5 Manage stts Viewa
ADA competencies, summary of
scommedsion and Jour raning
Request Sesemplshmerts information.
inyour curent
proie
Compensation Absence Current
History Request Documents
S 1 Navigate to the Update or
compen Time st page. e your
i - I
= ek &
sptone e
curent
perod.
o
= 1 = H100% -

Step @ Action [\ [o] {1

2.

Click the Main Menu button.

vain Menu

Click the Workforce Administration menu.

3 Workforce Administration

Click the Job Information menu.

3 Job Information

Click the Job Data menu.

Ij Job Data

Action buttons are found across the system and are visually

identifiable by their graphic look.

On this Job Data page you have the Search and Clear buttons.
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Favortes ¥ | ManMenu v Workforce Adminisiration ¥ Job Information ¥ Job Data

ORACLE’

Job Data

Enter any information you have and click Search. Leave fields blank for a st of all values.

Find an Existing Value || Keyword Search

Search Criteria

Empl ID[ begins with =]
Empl Record[= =
Name|begins with [=]
Last Name| begins with [=] Nayar|
Second Last Name|begins with[=] LastName EmpliD  Name Last Name Alternate Character Name
Alternate Character Name| begins with [<] NAYAR 000700002 sonu nayar nayar
Middie Name| begins with [=]
[linclude History [ correct History [ Gase Sensitive

Searen | [ Clear | Basic Search & Save Search Crieria

CONNECTed

4 Home |

Sign out

New Window | Help | B

®100%

7. Click the Search button.

8. Within components there are also action buttons. The Go To
Row button is an example.

9. | Aplus or minus (+/-) icons allow you to add and delete data
rows.

10.

Notice the Override Position Data button is greyed out. When an
action button is greyed out it is because is the action is
unavailable/inactive.

Favortes ¥ | ManMenu ~ Workorce: Administration Job Information ¥ Job Data

ORACLE’

Work Location || Job Information || Job Labor || Payroll || Salary Plan || Gompensation

Empl ID 000700002
Empl Record 0

Employee

Work Location (7

*Effective Date[01/01/2014 El
Effective Sequence| 0| “Action|Hire
Reason

HR Status Active
Payroll Status Active

Position Number(59000710 Q Accounting Analyst

Position Entry Date 01/01/2014

Position Management Record

Regulatory Region USA United States

Company MDJ Maryland Judiciary

Business Unit MDJO1
Department 0452000

Department Entry Date 01/01/2014
Location CO2-CTHSE

Establishment ID (242040562434 |Q

Maryland Judiciary
Anne Arundel County

CC / ANNE ARUNDEL COURTHOUSE

Anne Arundel

Last Start Date 01/01/2014

Expected Job End Date| () [ End Job Automatically

lon nata Emnioument Nata Eaminne Nistrintion

Find  Fist @ 1011 ® Last

GoToRow

*Job Indicator  Primary Job

Current

Date Created 02/10/2015.

Ransfts Pronram Partcinatinn

CEEE

==

4 Home |

Sign out

New Window | Help | Personaiize Page |«

R10% ~
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11. | Click the Salary Plan tab.

12. | Below the component we have a set of action buttons:

TCONNECTed

Save: saves component data onto the database

Return to Search: navigational button to the initial search page
Notify: opens an email form to send to a notification to a
selected recipient and may include a link back to the specific
location/page.

Refresh: reloads the page

Update/Display: enables you to access current and future
effective-dated rows in the database

Include History: use to update certain categories of existing data
in the database

Correct History: used to View, Change, and Insert current and
future rows (not accessible to all users)

When a button is greyed out it is because it is inactive.

13. | The Current (notepad icon) button allows you to
maintain/include notes for the active record.

14. | The Look Up (magnifying glass icon) button allows to pull up a list
of options to choose from to input into the specific data field.

The Refresh (two green arrows icon) button allows for the data
to be refreshed/reloaded.

15. | The Calendar (calendar icon) button, date prompt, allows to
select a date by choosing a month, year, and day.

16. | On this, Compensation page, there additional action buttons, are
in the form of icons:

1. Display in other Currency icon next to the Compensation Rate.
2. Show all columns/Show tabs in the Pay Components will
change view of data fields within the component.

3. Zoom (pay) component will open the component in a separate
window.

4. Download (grid with red arrow pointing down) icon allows you
to download the data into an Excel worksheet.

17. | On this, Add/Update Position Information page:

Previous in List: to view the previous record

Next in List: to view the next record

Add: a quick link to add a new record (in this example, to add a
New Position)
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18. | We navigated to the employee personal information summary
page. Here you can see a set of prompt buttons:

CONNECTed

Edit: a pencil icon allows for editing of available information
Delete: a trash can icon allows for removing rows of information

Favorites ¥ | Main Menu v

A Home | Sign out|

ORACLE"
Personaiize Content | Layout 2 Hel
Employee Self Service Links s o- Announcements 8 [av 2, Company Directory S ev
Tlmeshset Web Clock ®, Sunme
Enler indidual Requests
nnd mk ﬂe\nns for wnch&s win' | AN Veworads | | NoCurent Amnouncements, Search by Name, Job Tie, Department,or Email
s @Oy G
7 My Org Chart Advanced Search|
Careers Interview o Personal
Gorcesste o ven DA Calendar Information
jobs and manage. vie s
p o ppicatons of n fva | |[Employee Expiring Licenses S o-
“ eryof | | No expiring icenses in the next 60 days
P "
ADA My Current Training
Accommodation (g — M Profile summary
( Request Manage sk
ADA cor
‘Acsommodation nd o
Request Stcompishmerts n
in your cunent
prfie.
Compensation Absence Current
History Reuuest Documents
S avigae o the Update or
comgasation me strtpage view your
fisiory for base, perfomance
e e s documents
phons fore
umert
period
[ Iy
Ittp://hitest.mdc ourts. govi1 1800/ psp/ hrdev/ EMPLOYEE/HRMS/Zcmd=logout f100% -

Step | Action [\ [o] {1

19. | Click the Home link.
#& Home

20. CI|ck the Sign out link.

21. | You have viewed a list of action buttons available through out
CONNECT.
End of Procedure.

Grid Page Controls for Admins

In grids, fields appear as columns similar to those on a spreadsheet. Fields in a grid belong to
one table in your database. Grids enable you to visually distinguish those rows of data at a
glance and to add, edit, and view multiple occurrences of data for a group of fields on a page.

Procedure

During this topic we will review some Grid page controls.
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psp) OVEE/HRMS/”

ORACLE | PEOPLESOFT

Sign In
User ID

ben.affleck

Password

English

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s afiiates. Allrights reserved.
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R100% ~

Step @ Action otes

1.

Click the Sign In button.

Sign In

For this example we will view the Contact Address/Phone page.

This is an employee Contact Address/Phone page.

Favores ¥ | ManMenu v

ORACLE’

Warkforce Administration ~

Personal Information ~ Personal Relationships ~ Emergency Contact

4 Home | Sign out

Contact Address/Phone

Otner Phone Numbers

Emergency Contact
“Contact Name
[ Primary Contact
[ same Address as Employee

[ same Phone as Employee
Contact Address

Country| USAQ, United States

Address

Contact Phone

Phone|

[Fsave || Retum o Searcn | =] Notiy

Contact Address/Phone | Other Phone Numbers

Person D 000700002
Find | ViewAl  First @ 1011 @ Last
HE=

“Reiationship to Empioyee [ Orer =

Edit Address

New Window | Help | Personaiize Page |

#®100% v
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4, Employee names are displayed with a dashed underline which
indicates the availability of a mouse over popup page.

TCONNECTed

Click the sonu nayar object.

5. When you click or mouse over the employee name, additional
information about an employee appears in a popup window. The
popup window disappears when you move the mouse away.

6. The Other Phone Numbers page in the Emergency
Contact component contains a grid area.

Click the Other Phone Numbers tab.
Other Phone Mumbers

7. On some pages, you may want the fields to repeat in order to
enter multiple rows of data.

Grids look similar to a spreadsheet with column headings, rows,
and cells. The cells are equivalent to fields. Fields within a grid
may be represented as edit boxes, drop-down list boxes, check
boxes, and radio or prompt buttons.

8. Rows of data in grids always share the same high-level keys. For
example, for the Other Phone Numbers page, you can have
multiple rows for the different phone types. If you have multiple
rows, each of these rows has the same Person ID as the key field.
If you insert a new row, the system automatically copies the
shared key data into the new row.

9. Instead of using a traditional scrollbar to scroll through the rows
of data in a grid, CONNECT uses navigation buttons and
hyperlinks. Most often, you will find these buttons and hyperlinks
in the navigation header for each area, with the exception of the
Insert Row and Delete Row buttons.

10. | Use the Find link to find a specific row of data.

11. | Use the View All link to display all rows of data on a page. When
this feature is enabled, the link changes to read View 1, so that
you can return to the original setting.

12. | The First link takes you to the first row of data.

13. | Use the Previous Row arrow to navigate to the previous row of
data.
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14. | The number system for the rows shows the number of rows you
are currently viewing. In this example we 1 of 1 Emergency
Contact.

15. | In the Other Phone Numbers for Emergency Contact, notice the
dispay is now 1-3 of 3 phone numbers.

16. | Use the Next Row arrow to navigate to the next row of data.

17. | The Last link takes you to the last row of data.

18. | The Add Row button inserts a new row of data.

19. | The Delete Row button deletes the current row of data.

20. | For this example, we navigated to the Compensation page in the
Job Data component for you (see the navigation path at the top
of the page for navigation).

Favores ¥ | MainMenu ¥ Worklorce Administraion > > Job Information ¥ > Job Data

ORACLE’

# Home

Sign out

New Window | Help | Personaiize Page | B ~|
Work Location || Job Information || Job Labor || Payroll || Satary Pian || Compensation
sonu nayar EmplID 000700002
Employee Empl Record 0
Compensation (2. Find  First ‘4 fof4 0 Last
Effective Date 01012014 Collakon]
Effective Sequence 0 Action Hie
HR Status Active Reason
Payroll Status Active Job Indicator Primary Job
current (J
Compensation Rate 2.307.6923085] “Frequency BQ giweeky
Comparative Information (7 3
Pay Rates (2
Contract Change Prorate Option
Pay Components (2 Personaiize | Find | @] @ First @ 1011 @ Last
Amounts || Controls || Changes || Conversion
*Rate Code seq Comp Rate Currency Frequency Percent
1[NAANNL Q 0] 60,000.000000/5F [USD Q[ (<% &=
Job Data Employment Data Eamings Distribution Benefis Program Partiipation
[Fsave |[@ Retumto Search | [ Notty || Refresh & 5 incluge History | [F57 Correct History, 3
H100% ~

Step  Action Notes

21.

Another type of grid is a tabbed grid. These grids provide a
means of viewing multiple columns of information without
having a horizontal scroll to view them.

Here you can see a tabbed grid section. You select a tab to view

the additional columns.

Click the Changes object.

Changes
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22. | Notice that different columns are displayed.

TCONNECTed

Click the Amounts object.

23. | To add data on this page, you must use Correct History.

Click the Correct History button.
i Comrect History |

24. | Notice that the number system for the rows in the grid
navigation header shows 1 of 1.

25. | To add a new row of data to a grid, you click the Add Row button
to insert a row just below the row you are on. Each time you add
a new row, you are actually adding a new row of data to the
database table.

Click the Add a new row link.

26. | A new row is now available. Notice that the number system for
the rows in the grid navigation header now shows 1-2 of 2.

27. | If you want to delete a row, click the Delete Row button.

Click the Delete row link.

28. | The system displays a confirmation message asking if you want to
proceed with the deletion. It also reminds you that the row will
not be deleted from the database until you save the page;
however, the row is automatically removed from the grid.

Click the OK button.

29. | You may also encounter grids that can be collapsed or expanded.
By clicking the right pointing arrow in front of the grid heading,
you can expand a grid that is hidden from view or collapsed.

Click the Expand section link.

[Z]

30. | You can collapse the grid by clicking the down arrow in front of
the grid heading.

Click the Collapse section button.

]
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31.

Remember to Save the page to apply corrections/changes.

32.

You have completed this topic.
Click the Home link.

Favorites ¥ Main Menu ~ # Home | Signout
ORACLE"
Personalize Content | Layout ? Help
Employee Self Service Links ¢ o~ ||E Announcements c ov
Timesheet
Res
an il No Current Announcements.
2 day, week,
i period
Career: Interview o Personal
Careers sieto DA Calendar Information
obs and manss Vi . Summay — s
3 S P O e
e S || Noexpinng lcenses in the next 60 cays
pariciate. information
é‘@‘b Company Directory c ov
ADA My Current Training
Accommodation &=I Profile Summary || Search by Name, Job Title, Department, or Email
( Request Menage skils, View a
ADA competenties, summery of ®
‘Aszommodation N Yo ranng
cccompishments informion
Request b wamem &% My Org Chart Advanced Search
proie
Compensation Absence Current
History Request Do nts
§) ter 1 | Dozame
cor Time start page.
variable, and stock documerts
for
curent
period
http://hrtest. mdcourts.gov:11800/ psp/hrdev/EMPLOVEE/HRMS/?emd=logout #100% v

Step @ Action Notes

33.

Click the Sign out link.
Sign out

34.

You have successfully used the grid page controls with multiple

rows of data.
End of Procedure.

Grid Page Controls for Employees

In grids, fields appear as columns similar to those on a spreadsheet. Fields in a grid belong to
one table in your database. Grids enable you to visually distinguish those rows of data at a
glance and to add, edit, and view multiple occurrences of data for a group of fields on a page.

Procedure

During this topic you will review the grid page controls.
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ORACLE | PEOPLESOFT

Sign In
User ID

ricky.martin

Password

English v

W Enable Accessibility Mode

Set Trace Flags

Copyright © 2000, 2014, Oracle and/or s afiiates. Allrights reserved.

OVEE/HRMS/"

CONNECTed

H100% -

Step | Action

1.

Click the Sign In button.

Sign In

Employee Self Service Links c ov

Timesheet

Repnr\ jour ime.

m ook et o

e pem information
areers Interview

o etoves 0 Calendar

jobs and menage View nterviews

your appliaions. of applicants in

‘which you are

stheduled to
partiipate.

/@, Requess
®_O fai?.?ié‘n‘?k

o Personal
Information

(3=] summary
Revew s

jour personal
information.

ApA Wy Current Training
Accommodation (g M) Profile Summary
( Request &= Nanage siis. Views
ADA competenties, summery of
‘sccommocition and yourtraining
aest cccompishments informaon
proie
Compensaton fosence Current
Histo Documents
Nawga\e ot Update or
Sopensston me st page. view your
Tistory for base, perfomnce
et ik documerts
forme
curent
period

Employee Expiring Licenses
No expiing licenses in the next 60 days

[ Announcements

No Current Announcemens.

Direct Reports Phones
Phone Information
Name Business

Extension Home Extension

Faith Bagnall 301/860-6056
Gigi Mathews 301/596-3687
Linda McCabe 410/569-3857

More.

Mobile

Personalize Content | Layout

Extension

Sign out

H100%

Step | Action Notes

Click the Main Menu button.

2. | To navigate CONNECT you have the cascading Main Menu. For
this example let's look at the main menu navigation to the
Personal Information Summary page.
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3. Click the Self Service menu.
3  Self Service 3

CONNECTed

4, Click the Personal Information menu.

3 Personal Information 4

5. | This is the path to access the Personal Information Summary
page using the main menu. This page is part of the Self-Service
component for employee transactions.

6. On the home page we also include an Employee Self-Service
Links pagelet for easy access to employee commonly used pages.

7. Click the Personal Information Summary link.

8. Personal Information Summary page contains all the personal
information available for the employee. This page includes:
Name, Home/Mailing Address, Phone Numbers, Emails, etc.

9. | All section details are displayed by default.
To be able to view all section titles we will need to collapse them.

Favorites ¥ | MainMenu v Self Senvice ¥ Personal Information ~ Personal Information Summary 4 Home | Sign out

ORACLE’

New Window | Help | Personaiize Page | i3 |+

Personal Information Summary
Expand Al [G6iizp58 i
Ricky Martin
HR Manager I
Actions ¥

I

Name
Ricky Martin

Change Name
Home/Mailing Addresses

Addresses

AddressType  Status asor Country Address

123 Main Street
Annapolis, MD 21401

Home Current 03062015 USA
Change HomerMaiing Addresses
Phone Numbers.
Phone Numbers
Phone Type Phone Number Preferred
Mobile 41006101234 v

Change Phone Numbers

javascriptisubmitAction_wind(documentwind, EP_BTN_LINK WRK_EP_COLLAPSE LINK); #®100% -

Step  Action Notes

10. | Click the Collapse All link to view section titles only.

Collapse Al

11. | Notice how all the sections are now collapsed and we are able to
see them quickly.

12. | To view the contents of a section click the Expand
section button.

]
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13. | Click the Expand section link.

]

14. | To hide the contents of a section click the Collapse section link.

£l

15. | You can always use the Expand All or Collapse All links.

16. | Grids look similar to a spreadsheet with column headings, rows,
and cells. The cells are equivalent to fields.

17. | For this example we will make some changes to the Emergency
Contacts.

Click the Change Emergency Contacts button.
| Change Emergency Contacts |

18. | Fields within a grid may be represented as edit boxes, list box,
check box, and radio button or prompt button (for example:
pencil and trash can icons).

Personal Information ~ Personal Information Summary

Personal Information
Emergency Contacts

Emesta Martin Parent 4 i
‘Add Emergency Contact

Save

Retum to Personal Information

New Window | Help | Personaiize Page | B

javascriptisubmitAction_wind(documentwind, EDITSO');

R10% ~

Step ‘ Action Notes

19. | To edit the details of the emergency contact click the Edit button.

20. | Now in the Emergency Contact Detail page, notice how the
information previously provided is displayed. For this example we
will make an edit to the phone number.
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Favorites ¥ | Main Menu ¥ Self Senvice ¥ Personal Information ¥ Personal Information Summary

ORACLE'

Emergency Contacts
Emergency Contact Detail
Ricky Martin

Address and Telephone
*Contact Name Ermesto Martin

“Relationship to Employee Parent =

Dl contact has the same address as the employee

[l contact has the same telephone number as the employee
Address

Country United States Change Gountry

Edit Address
Address 1254 Calle Sol

Viejo San Juan, PR 00821
Phone

Telephone 787/254-9632

Other Telephone Numbers
Emergency Contacts

“Phone Type Phone Number Extension Delete

T — ) T il

TRAINING GUIDE

CONNECT HCM 9.2 Fundamentals

4 Home | Sign out

New Window | Help | Personalize Page | & ~|

javascript:submitAction win0(documentwind, EDITSD);

H100% -
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21.

Click in the Phone Number field.
[787/457-4123 |

22.

The last digit is incorrect.
Press [Backspace] to delete.

23.

Enter "4".

24,

Scroll down to the bottom of the page.

25.

Click the Save button.

Save

26.

Most transactions are processed quickly, but the system will
always display a Saving... or Saved message on the top right
corner to let you know what is happening.

Favorites ¥ | MainMenu ¥ Self Senvice ¥ Personal Information ~ Personal Information Summary

ORACLE’

Emergency Contacts
Save Confirmation
[ S —

K

A tome | sign out

New Window | Help | Persnnahze‘ ‘

#100% -
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27. | A save confirmation message indicates the edit was successfully
saved. Click the OK button.

New Window | Help | Personaiize Page |

Emesta Martin Parent 14 i)
'Add Emergency Contact

Save

Retum to Personal Information

#100% v

Step | Action Notes

28. | For this next example we will add a new emergency contact.

Click the Add Emergency Contact button.
| Add Emergency Contact |

29. | Some fields on a page are required, meaning that you must enter
a value in the field before you can save the page. The asterisks
(*) next to the Contact Name, Relationship to Employee, and
Phone Type fields indicate that these are required fields.
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Emergency Contacts
Emergency Contact Detail
Ricky Martin

Address and Telephone
*Contact Name|

*Relationship to Employee  Ofher =]
Dl contact has the same address as the employee
[l contact has the same telephone number as the employee

Country Change Gountry

Address Edit Address

Phone

Telephone

Other Telephone Numbers

Emergency Contacts

TRAINING GUIDE

New Window | Help | Personalize Page | & ~|

#100% -
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30. | Click in the Contact Name field.

31. | Enter "Charlie Martin" into the Contact Name field.

32. | Toview and select from the predefined list of options click
the Relationship to Employee list box.
| Other B3

33. | List menus will display all options available in the system.
Click the Sibling list item.
Sibling

34. | Click to scroll down to the bottom of the page.

35. | Click the Add Phone Number button.
| Add Phone Number |

36. | Notice the Phone Type field includes an asterick (*) indicating it
is a required field.
Click the Phone Type list menu.

37. | Click the Mobile list item.

38. | Click in the Phone Number field.

39. | Enter "787-743-9438" into the Phone Number field.

40. | Click the Save button.

Save
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Favortes ¥ | MainMenu v Self Senvice ¥ Personal Information ¥ Personal Information Summary 4 Home | Sign out

ORACLE’

New Window | Help | Persnnahze‘ 1
Emergency Contacts Saved ‘
Save Confirmation

[ ——

[o4

#100% -

Step | Action [\ [o] {1

41. | Click the OK button.

42. | Notice now there are two emergency contacts available. You may
choose to change the Primary Contact here by selecting the
check box and then saving the change.

A check box is a small square box that turns an option on or off.
Select the box to add a check mark and the option is on. Remove
the check and the option is off.

Favorites ¥ Main Menu ¥ Self Service ¥ Personal Information Personal Information Summary A Home Sign out

ORACLE
New Window | Help | Personalize Page | &

Personal Information
Emergency Contacts
Ricky Martin

fActions~ ]

Emergency Contacts

Edit  Delete
Emesto Martin Parent 4 o
Chariie Martin Sibling B 4 i)

Add Emergency Contact

Save

Retun to Personal Information

#100% -

Step | Action

43. | Click the Save button.

Save
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44. | Click the Return to Personal Information link to return to that
page.
[Return to Personal Information

Favorites ¥ | MainMenu v Self Senice ¥ >  Personal Information v Personal Information Summary 4 Home | Sign out

ORACLE’

New Window | Help | Personaiize Page | |
Personal Information Summary
Expand Al {Caliapse Alf
Ricky Martin

HR Manager Il
Actions ¥

Name
Ricky Martin

Change Name
Home/Mailing Addresses

Addresses

AddressType  Status Asor Country Address

123 Main Street

Home Current 03062015 USA Annapols, MD 21401

Change Home/Maiing Addresses

Phone Numbers.

Phone Numbers
Phone Type Phone Number Preferred
Mobile 4106101234 v

Change Phone Numbers

LIB_PT_NAVISCRIPTL FieldFormulalScript_PT_NAV_ INFRAME?pt_fname= CO_EMPLOYEE SELF SERVICESc=ySNTv3zLjvDNSKLmHTACOCKNFIZIVIWFL #100% ~

Step @ Action Notes

45. | We use the navigation path to navigate to the timesheet page.

Click the Self Service button.

46. | Click the Time Reporting menu.

3 Time Reporting L

47. | Click the Report Time menu.
L0 Report Time r

48. | Click the Timesheet menu.
Ij Timesheset

49. | There are various types of timesheets and your timesheet may
be different than the one used for this example, which is a Punch
Time timesheet.

50. | Notice there are required fields by the use of the asterisk (*).
Also, notice the structure of the fields is based on a grid with
columns and rows.

51. | For this week the punch time timesheet provides a Comments,
In, Lunch, In, Out, etc. data fields per day of the week. Each day is
in its own data row.
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Self Service ¥ > Time Reporting v > Report Time

New Window | Help |~

Employes ID 000700184
Empl Record 0
Earliest Change Date 03109/2015

cton
Select Another Timesheet
*View By |Week =] Previous Week  Next Week
“Date[04202015 |5l
Reported Hours 0,00 Elapsed Timesheet

From 04/20/2015 to 042612015 (2
Comments  Day Dste  Reported Sttus In wen out PU Fime Reporting Code Quantty QYeTde - OvermEICOMD  ggnggq |

Mon 420 New

Tue 421 New

Wed 422 New
423 New

Fi 424 New

Sat 425 New

V000000
[ 5 B B B EE
PP PPLPLLP
o PP PP AP

Sun 426 New
Save for Later Submit Clear Apply Rules

Summary || Absence | Exceptions

Reported Time Summary personalize | Find || B 12012

gl i = = r
#100% -

Step ‘ Action Notes

52. | Click the Time Reporting Code list box.

53. | Alist box is a field similar to an edit box, but with a down arrow
within the box. Click the down arrow to display a list of values
from which you can select a single option.

Click the Time Reporting Code list.

54. | An edit box with prompt button uses a Lookup button, which is a
magnifying glass icon, and can be used to look up a valid value
for the field. It opens a modal prompt window that enables you
to search the database for the data you need.

55. | At the end of each row there are Add a Row (+) and Delete a
Row (-) buttons.

56. | Click to scroll the page left.

57. | Click the bar to scroll down to the bottom of the page.

58. | Below the timesheet you have view access to the Reported Time
Summary, Absence and Exceptions details.

Another type of grid is a component tab menu. These grids
provide a means of viewing multiple columns of information
without having a horizontal scroll to view them.

59. | Click the Absence tab.

60. | Notice that different columns are displayed.

Page 86



TRAINING GUIDE
CONNECT HCM 9.2 Fundamentals

Step ‘ Action Notes

61. | Anytime there is a question mark (?) next to a section, this is
embedded help, there is more information avaialble to help you
understand what that section is about.

CONNECTed

Click the Help button.
62. | Click the Close button.
63. | Click the Summary tab.

Summary

64. | Use the Zoom button to view the section in a separate window.

Click the Zoom Reported Time Summary link.
65. | Click the Return button.

66. | Click to scroll to the top of the page.

67. | A dashed underline indicates availability of a mouse over popup
page.

Click the Ricky Martin object.

68. | When you click or mouse over the additional information about
an employee appears in a popup window. The popup window
disappears when you move the mouse away.

69. | You may have additional actions link that are accessible here.

Click the Actions link.

70. | You have completed the review of Grid Page Controls.
Click the Home link.

& oo
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Favorites ¥ | MainMenu v

Employee Self Service Links
Timesheet
Report your e
and task cetats or
a day, week, or
e period
Car

p o

Web Clock
Enter indidual
punches with

w relevant task
information.

y
scheduled (0
partiipate.

My Current

ADA
Accommodation [“gr — ] Profile
(J Request &= Nanage siis.
ADA co

‘Accommodstion
Request

pro

Compensation Absence

History Request
S ) Reven 1 |

compensation Time start page.

istory for base,

variable, and stock

options

Employee Expiring

Licenses

No expiring licenses in the next 60 days

Announcements

No Current Announc

emens.

Direct Reports Phones

Phone Information
Name

Faith Bagnall

Gigi Mathews

Linda McCabe

More.

Business
301/860-6956
301/596-3687

410/569-3857

Extension

Home

Extension

Mobile

CONNECTed

# Home

Personalize Content | Layout

Extension

| Sign out

Intp://hrtest.mdcourts.gov:1 1800/psp/hrdev/EMPLOYEE/HRMS Zcmd=logout

#100% -

Step | Action [\ [o] {1

71.

Click the Sign out link.
Sign out

72.

You have successfully completed the review of Grid Page

Controls for Employees.
End of Procedure.

Adding and Updating Data

The ability to manipulate existing data within CONNECT is paramount to keeping accurate

records. Using effective-dated tables in combination with action types is essential to being able
to do this.

Upon completion of this lesson, you will be able to:

Understanding Action Types

Understand action types.

Understand effective-dated rows.

Action types are essential to accessing data within CONNECT. The four action types are:

Add
Update/Display
Update/Display All
Correction
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Procedure

During this topic we will review Action Types.

]

Add

Step @ Action [\ [o] {1

1. Imagine the file cabinet graphic below is a CONNECT database.
The file cabinet is filled with information categorized by folders.
When you use the Add action type, you create a new folder, such
as file KOGOO1 below.

Susan Jones has just been hired by your organization and has
been assigned Employee ID KOG001. This ID is now the high-
level key used to differentiate Susan Jones from Arnold Jones,
who is also employed within the company.
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CONNECTed

ﬁ Update/Display

Step | Action Notes

2.

Susan has now been hired and assigned a CONNECT Employee
ID. She has additional personal information to be added to her
records. To access her employee file, the action type of
Update/Display is used. As its name describes, the action
Update/Display enables you to make updates to existing data or
to display current data.
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E Update/Display All

Step @ Action Notes

3.

Three years have passed since Susan was hired. In that time, she
has changed jobs, moved twice, and gotten married. You can use
the action type Update/Display All to view previously entered
(historical) data, in addition to current accessible rows using
Update/Display.

Page 91



TRAINING GUIDE

T
CONNECT HCM 9.2 Fundamentals QONN ECTed

Step ‘ Action Notes

4, It was recently discovered that an error was made when Susan
transferred departments. You can use the action type Correction
to make adjustments to errors in the database. The Correction
action type is a powerful tool, and not all users have access to it
because of the ability to delete or modify any row of data within
the database.

Add Update/Display

Update/Display All Correction

Step | Action

5. | You use four action types to work with data in CONNECT.

You use Add when a new high-level key is required to complete a
transaction.
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Update/Display

Update/Display All Correction

Step @ Action

6. Update/Display is used when retrieving or updating data on non-
effective-dated database tables. If the table is effective-dated,
you can use this action to view current and future rows; modify
future rows only; insert a new current row or future row.

Update/Display

Update/Display All Correction
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Step ‘ Action

7. When you view data using Update/Display All, you will view
current, future, and history rows of data. This is helpful when
you want to view historical data.

Update/Display

Update/Display All Correction

Step ‘ Action Notes

8. Correction is the most powerful of all the actions. You can use it
to view, change, or insert rows of data, regardless of the effective
date.

9. | You have completed reviewing the Action Types topic.
End of Procedure.

Effective-Dated Rows

CONNECT uses effective-dated rows to retain historical data, view data changes over time, and
store future data. Three categories of effective-dated rows are used to accomplish this task:

e Current
e Future
e History
Procedure
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During this topic we will review the categories of effective-dated rows.

Step ‘ Action Notes

1. Effective dating allows you to store historical data, see changes in
your data over time, and enter future data. For example, you
may want to track several events in the career of John Smith:
when he was hired, transferred, and promoted. By inserting rows
of data based on his employee ID, and significant dates, you can
build a job history.

2. | Acurrent row of data within CONNECT displays the most up-to-
date information available, or what is currently affecting a
change to the data.

John Smith got married on September 12, 2007. Human
Resources inserted a data row in his record that indicated a
change of status from single to married, effective September 12,
2007. If you were to access John's record today, the current row
would show September 12, 2007. Unless John has a status
change in the future, September 12, 2007 will remain his current
data row.

3. Future rows of data are categorized as rows of data that have not
yet taken effect. They are future transactions. If John had advised
Human Resources of his wedding prior to the date of the event, a
row could have been inserted with an effective date of
September 12, 2007. Until the effective date passed, the row
would remain in the system as future.

Future rows can eliminate paperwork stored for future
transactions and avoid potential loss of records.

4. | The last category, History, is fairly self-explanatory. History rows
are what current and future rows eventually become.

If John's marriage didn't work out and he got divorced, a row
would be inserted to his status field indicating a divorce, with an
effective date defined by John. The marriage date, which was the
current row, would then become the history row.

History rows enable you to maintain an accurate online history
of your data. This data can then be incorporated into reports or
viewed online.
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5. Actions determine the rows of an effective-dated table that can
be retrieved or modified. The table below displays the categories
of effective-dated rows, along with the action types and
associated page actions used online to retrieve, insert, or update
effective-dated rows.

CONNECTed

For example, you could click the Update/Display button to
Retrieve the Current row and Insert a New Effective Date for the
birth of John's new baby.

Employee Leave Summary © o~ | @ Announcements S ©~ || @ company Directory S o
(IT)

Mo Current Amnouncements. Search by Name, Job Tile, Department, or Email

Advansed Search

Hoo% -

Step ‘ Action Notes

6. Now that you have an understanding of row categories, you can
view some of them online using CONNECT.

Navigate to the Job Data page.

Click the Main Menu button.

7. Click the Workforce Administration menu.

3  Workforce Administration L

8. Click the Job Information menu.

4 Job Information k

9. Click the Job Data menu.

|J Job Data
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10.

The search page for the Job Data component is displayed. A
search page with Include History and Correct History check
boxes displayed indicates that you are accessing effective-dated
data. You can access a history row from the search page or from
within the page. If neither history box is selected, the

Update/Display option is the default.

Job Data

Enter any information you have and click Search. Leave fields biarikfor alst of il values.
Find an Existing Value | Keyword Search

Search Criteria

Empl 0 begins win [¥]

New Window | Help | i)

oo v

Step @ Action [\ [o] {1

11. | Click in the Last Name field.

12. | Enter "martin" into the Last Name field.

13. | Click the Search button.

14. | The Work Location page of the component is displayed. There
are Effective-Date field on this page as well as in the Job
Information page.
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Favortes ¥ MainMenu ¥ Workforce: Administration ¥

JobInformation ¥ 5 Job Data

CONNECTed

#& Home  Sign out

“Effective Date PSA0T2075
Effectve Sequence 0
R Status Actve
Payrol Satus Acive

Pos

Number 53000830 |Q,

Position Entry Date 0SD12015

Reguiatory Region USA
Company MDJ
Business Unit MDJ01
Department 0800113
Department Entry Date 03032015
Location AOC-HR
Establishment ID [2404257724%6 |}

Last Start Date 03092015
Expected Job End Date o]

Job Dt Employment Data

[HSave |[@ RetumtoSearch |1 Nofiy | [ Refresh

‘Override Position Data

n_ || sob information || Job Labor || Payroll || Satery Plan || Compensation

EmplID 000700184
Empl Record 0

Manager-Class/Salary HRIS.

Position Management Record

United States
Meryiand Juciciary
Meryiand Juciciary
Human Resources

AOC HUMAN RESOURCES
AT & Court Related-DC

(D End Job Automatically

Earnings Distibution

“Action| Promotion =
Reason Fion Competive Promolion =
“dob ncicator Primary Job =
Future 0
Date Createa 04152015
Senefts Program Paricpstion
51 incude History_| [ Gorrect History

Fnd  Fist 4 1012 0 Lest
GoToRow =

New Window | Help | Personsiize Page | &~

I

®o0%

Step | Action [\ [o] {1

15. | Click the Job Information tab.

| Jobr Information |

16. | Notice that there are two rows listed for the Job Information
section. This is the current row of information.

Favortes ¥ MainMenu ¥ Workforce: Administration

JobInformation ¥ > Job Data

#& Home  Sign out

ORACLE

[Job Information

Effective Date 0510172015
Effective Sequence 0
HR Status Active
Payroll Status Actve

Job Code 2372
Entry Date 03092015
Supervisor Level
Reports To 58000721

Regular/Temporary Regular

Regular Shift Not Applicable

Standard Hours

Standard Hours. 000
FTE 1.000000
Contract Number
Contract Number @
Contract Type
P EBusa
JobData Employment Data

Empl Class =

Job Information || Job Labor || Payroll || Saiery Plan || Compensation

EmpiID 000700184
Empl Record 0

Fnd  Fist 0 102 0 Lest

T How

Action Promotion

Reason

Non Competitive Promotion

Job Indicator Primary Job

HR Manager Il

Fuure 0

Exes Dir Human Resources 000700074 Dennis Scoft

FulllPart Full-Time

“Officer Code None
Shift Rate
St Factor

Work Period W

Eamings Distributon

5|

Weekly

Beneits Program Partipation

New Window | Help | Personaiize Page | i~

i

®o0%

Step | Action Notes

see the history.

17. | This employee has changed Job Information and we would like to

Click the scroll bar to view the bottom of the page.

& Include History

18. | Click the Include History action button.
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19. | Notice that the scroll area now displays 1 of 3 between the scroll
arrows.

20. | You are looking at the Future Job Information where a
05/01/2015 future effective date was entered.

21. | Also, notice Future is indicated for the attach Comments button.

22. | Click the Show next row link.

[1]

23. | Notice we are now viewing the Current Job Information. Notice
the Effective Date is 04/01/2015.

24. | Click the Show next row link.

25. | Notice how now we are viewing the History (past) Job
Information. Notice the Effective Date is 03/09/2015.

26. | You can use the First link to navigate back to the first record.
Notice how it is displaying 3 of 3 records.

Click the First link.
First

27. | Notice we are now in the 1 of 3 records and the Effective Date is
now 05/01/2015.

28. | Click the Home link.

29. | Click the Sign out link.
Signou

30. | You have successfully reviewed navigating through effective-
dated rows and have seen how they are used within CONNECT.
By using effective dates in relation to other fields, you can keep a
chronological history of data within the system.

End of Procedure.

Workflow Notifications

When data is entered into CONNECT, reviews, approvals, and other activities may be required to
complete the business process. Workflow enables automated notification and easier
management of tasks, or worklist items.

Many of the tasks you perform throughout the day are part of larger tasks that involve several

steps and people working together. For example, when you want to take a training course, you
request to take a course, your manager approves it, and a training administrator enrolls you.
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Workflow routings are notifications to inform other people of the work awaiting them. For
example, after the training request is entered, CONNECT automatically notifies the approver
that the request has been submitted and is waiting for review and approval. Once the request
has been approved, the workflow triggers another automatic notification to the person who
needs to enroll the student.

Upon completion of this lesson, you will be able to:

e Send and receive notification via workflow.
e Use approval worklists.

Sending and Receiving Notifications

Notifications are sent automatically as a part of the standard workflow routings. You can also
send notifications from most CONNECT components by using the Notify button.

In this topic, you will review how to:

e Send and receive notifications.
e Use worklists.

Procedure

In this topic, you will learn about sending and receiving notification via workflow.

Personalize Content | Layout 7 Help

& o~ || Announcements c o~ g Company Directory S ov

No Current Announcerm ents. Search by Name, Job Title, Department, or Emai

Advanced Search

#100%
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1. We will navigate to an employee biographical details for this
demonstration.

Click the Main Menu button.

vain Menu

2. Click the Workforce Administration menu.

@ Workforce Administration ¥

3. Click the Personal Information menu.

3 Personal Information 4

4. Click the Biographical menu.

[0  Biographica J

5. Click the Modify a Person menu.
Ij Modify a Person

Favores ¥ | ManMenu v Workorce: Administration Personal Information ~ Biographical ™ Modify a Person A Home | Sign out

ORACLE"

New window | Help | i
Personal Data

Enter any information you have and click Search. Leave fields blank for a st of all values.
Find an Existing Value || AddaNew Value

Search Criteria

Empl 1D begins with[=] |
Name|begins with[~]
Last Name| begins with =]
Second Last Name| begins with [=]|
Attemate Character Name| begins with 7]
Middie Name| begins with []
[linclude History [ corect History [ case Sensitive

a
Search Clear | Basic Search (& Save Search Criteria

Find an Existing Vaiue | Add a New Value

#®100% v

Step  Action Notes

6. We will use the Personal Data Search page to look up the
employee record.

Click in the Last Name field.

7. Enter "MARTIN" into the Last Name field.

8. Notice the Autocomplete function provides a list of available Last
Names that match the text just keyed.
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9. Click the Search button.

10. | Now in the Modify a person component we can view the
Biographical Details page.

Favores ¥ | ManMenu v Worklorce: Administration ~ Personal Information ~ Biographical ™ Modify a Person A Home | Sign out

ORACLE"

Newwindow | Help | Personaize Page | £ -
Biographical Details Contact Information Regional

Ricky Martin PersonID 000700124

Name Find | View Al First (& 1011 @ Last
Effective Date 030612015 =E
Format Type Engish
Display Name Ricky Martin Vi Narme]
Biographic Information
Date of Birth 01151975

=

[Years 40 Months 3
Date of Death 5]
Birth Country USA Q United States
Birth State Q
Birth Location [lwaive Data Protection
Biographical History Find | View All First ‘& 10f1 ® Last
“Effective Date [03/06/2015 = #HE
~Gender|Male =
“Highest Education Level [ A-Nof Indicated

EE

“Marital Status [Unknown
Language Code| =]
Alternate 1D

s of 022672015

[ Full-Time Student -

National ID personaize | Find [View Al ] 31| B Fist (0 1011 0 Last

“Country *National ID Type National ID Primary ID

#100% ~

Step ‘ Action Notes

11. | Click the Scroll bar to view the bottom of the page tab.

12. | Notifications can be sent to individuals from most of CONNECT
pages. The Notify action button is located at the bottom of the
page. The Notify button picks up any available Notification
Templates for that component. Notifications can be sent via
worklist or by email.

This action will open a modal prompt.

Click the Notify button.

13. | The Send Notification page enables you to notify the person who
needs to take action on the notification.

14. | You can identify the priority level for the notification and the
subject or description of the notification.

15. | The Template Text field is based on a predefined notification
template and cannot be edited.

16. | You caninclude any comments in the Message field.
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17. | Click the Lookup Recipient link to access the Lookup Address
page. Enter the first few characters of a recipient's name and
click Search to see a list of people that match your search.

CONNECTed

18. | Delivery Options consist of check boxes that are populated,
based on the delivery options defined in the recipient's user
profile. The Worklist check box is unavailable with external email
addresses.

19. | You may receive workflow notifications through email or
worklists. When you receive an email notification, it may include
a link to the CONNECT system where you will perform the
necessary work.

Favorites Main Menu Workiorce Administration Personal Information Biographical Modify a Person & Home Sign out

Workflow Notification

ORACLE’

Help
Effective Date 03/0¢ " .
Send Notification
Format Type Englis

Display Name Ricky ]  Type names or emai addresses in the To, CC, or BCC fields, using a semi-<olon as a separator.
s : . Ciick LOOKUP RECIPIENT o search for  name. Ciick DELIVERY OPTIONS 1o view or change the method of the send
Biographic Information e

Notification Details Lookup Recipient
Date of Birth 01/15/197]

To: Delivery Options
Date of Death B recarent
Birth Country USA| ce:
Birth State
BCC:
Birth Location
Priority:

Biographical History

Subject; <Enter Subject here> €

“Effective Date[03/0

*Gender|Male | Template: Workflow Notifation B

“Highest Education Level [A-Not Priorty: S6NotficationPriority =
RlisitatStes Uik Date Sent: 2015-04-15
Language Code| Message:
Alterate ID.
Full
~ National ID Click OK to send tis noffication and exitthis page. Ciick Cancel to exitthis page without sending a notication
Click Apply to send ths notifcation and remain on this page
“Country *National ID Type

oK Gancel Apply

USA @ [Social Security Numbf
G Retumto Searcn = )

Biographical Details | Contact Information | Regional )

#®100% v

Step @ Action

20. | Click the Cancel button.

Cancel
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Favortes ¥ | MainMenu ¥ Workiorce Administration ¥ 5 Personal Information ¥ 5 Biographical ¥ > Modiy a Person
ORACLE"
Effective Date 03062015 ==
Fomat Type Engisn
Display Name Ricky Martin Lt

Biographic Information

Date of Birth[D1/15/1975

=

FYears 40 Months 3

Date of Death 5]

Birth Country USA| Q United States
Birth State Q

Birth Location [lwaive pata Protection

Biographical History Find | View Al First (&) 10f1 @ Last
“Effective Date [03/06/2015 & =
“Gender| Male =

“Highest Education Level[A-Not Indicated

ajal

“Marital Status [Unknown As of 127262015 |15
Language Code =
Alternate 1D
[T Fuil Time Student

National ID Personaize | Find |View Al | B8 Fist 0 1011 ) Last
“Country “National ID Type National ID Primary 1D
USA ' [Social Security Number [=] [583-98-7654 HE

[5lsave ||[ah Retumto Search | |=] Notify || Refresh | |5 Add Update/Displa & Include History ~» Correct History

Biographical Details | Contact Information | Regional

11800/ psp) tab=DEFAULT ®100%

Step | Action Notes

21. | Click the Home link.

22. | You have completed reviewing the Sending and Receiving
Notifications topic.
End of Procedure.

Knowledge Assessment

Question 01

Question

Using this navigation will allow you quick access to other
component pages from the current component page.

2 Response

A. Cascading Main Menu
B. Navigation Path

C. Component Links

D. Tabbed-Menu

Question 02
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Question

There are two types of search pages.

= Response

A. True
B. False

Question 03

Question

Which of the following is not a data entry field?

2 Response

A. Edit Box

B. List Box

C. Save Button
D. Radio Buttons

Student Guide - PDF

TRAINING GUIDE
CONNECT HCM 9.2 Fundamentals

Student Guide

The Student Guide PDF document is the complete CONNECT Fundamental training material

included in this CONNECTed online training. The digital booklet includes:

e Cover page

e Notes page

e Classroom training information
e Table of Contents

e Concept page content

e Procedures

¢ Assessment Questions

e Glossary

Download your PDF copy!

Troubleshoot

Usability conflicts when using the CONNECTed Player modes.
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6.4.15 How do | get back to the previous screen?
To navigate between screens in the topic use the Actions menu within the information bubbles.
The options are:
Next Step, Previous Step, Restart Playback, Display Concept, Print it!, Preferences, Help, Close
Topic.

Bl &= Actions

E| When entering information in a date field * Next Step
date prompt button. Clicking the button| * Previous Step
calendar that displays the current montk] * Restart Playback
also enter the current day's date by typi| * Display Concept
in a date field. When you exit the field, t§ * Printit
the word "today” to the current date in | * Preferences
L]
L]

Help
Click the Choose a date button. Close Topic

6.4.15 Home page personalization topic - Select and Drag - Try it! mode
Use the video on the concept pane to understand this steps. Also noted inside the bubbled of
the simulation step includes instructions to use the [Enter] key to skip through the steps.

6.4.15 Mouse Wheel scroll is "Incorrect"? - Know it! mode

In Know it! player mode, the topic scores you based on the count of Correct "actions" you
perform and therefore, deducts points when a wrong "action" or "data" is entered, or triggered
by the use of the mouse, or input keys on the keyboard.

Avoid moving the mouse wheel or clicking when using the Know it! mode. Otherwise the action
may count as incorrect.

Use the [ESC] key to exit out of the topic and restart.
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NOTE: The mouse wheel will
trigger an action
which will prompt an Incorrect
answer in the Know it! mode.

The action you have performed
isincorrect.

Please follow the instructions
provided.

Click the Main Menu button.
Show Step

J
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GLOSSARY

action types Action types are essential to accessing data within CONNECT and include
Add, Update/Display, and Correction.

cascading main The cascading main menu provides access to all the folders, submenus, and
menu pages in CONNECT.

check box A check box is a small square box that turns an option on or off.
component A Component is a collection of pages which are logically grouped.
effective date A method of dating information in CONNECT. You can predate information

to add historical data to your system, or postdate information in order to
enter it before it actually goes into effect. By using effective dates, you don't
delete values; you enter a new value with a current effective date.

keys The fields that uniquely identify your data are called keys.

list box A list box (also referred to as list menu) is a field similar to an edit box, but
with a down arrow within the box which contains a list of options to select.

list menu A list box (also referred to as list menu) is a field similar to an edit box, but
with a down arrow within the box which contains a list of options to select.

location Locations enable you to indicate the different types of addresses—for a

company, for example, one address to receive bills, another for shipping, a
third for postal deliveries, and a separate street address. Each address has a
different location number. The primary location—indicated by a 1—is the
address you use most often and may be different from the main address.

pagelet Each block of content on the home page is called a pagelet. These pagelets
display summary information within a small rectangular area on the page.
The pagelet provide users with a snapshot of their most relevant PeopleSoft
Enterprise and non-PeopleSoft Enterprise content.

portal The Portal is a single entry point to all of CONNECT business processes areas
available to the user based on role security access.

radio button A radio button is a small round button that represents one option in a group
of mutually exclusive options.

role Describes how people fit into CONNECT Workflow. A role is a class of users

who perform the same type of work, such as clerks or managers. Your
business rules typically specify what user role needs to do an activity.

search Search is composed of basic and advance search. Both allow you to look up
data based on information provided such as Employee ID or Name, or
selecting options from drop-down list boxes.

Signin To Sign in or Log in indicates when the site opens, you type in your User ID
and Password to access the secured areas.

single signon With single signon, users can, after being authenticated by a CONNECT
server, access a second CONNECT server without entering a user ID or
password.

type ahead Auto Complete, also refered to as Type Ahead, is system feature to prompt
data lookup as you type, suggesting appropriate values from which to
choose.
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update/display The Update/Display action type enables you to access current and future
effective-dated rows in the database.

workflow Workflow enables automated notification and easier management of tasks,
or worklist items.
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